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* Central Maine VTI 
Auburn 784-2385 
* Eastern Maine VTI 
Bangor 941-4600 
* Kennebec Valley VTI 
Fairfield 453-9762 
* Northern Maine VTI 
Presque Isle 769-2461 
* Southern Maine VTI 
South Portland 799-7303 
* Washington County VTI 
Calais 454-2144 
VTI Support Office 
State House Station 131 
283 State Street 
Augusta, Maine 
04333-0131 
207/289-1070 
TO : 
FROM: 
page 1 
MEMORANDUM OF TRANSMITTAL 
January 28, 1987 
The Board of Trustees, Maine Vocational Technical 
Institute System 
J 
Audni Miller-Beach, Executive Director / 
RE: Recommendations for the Implementation of an MVTIS 
Finance Administration and Management Support System 
The recommendations contained in this report are based upon 
a thorough study and analysis of each of the functions currently 
provided by Maine's Department of Finance. The study was 
conducted by an MVTIS Transition Team with the assistance of 
subject area specialists from Coopers & Lybrand's offices in 
Boston and Portland . 
It is important to review the Mission Statement and Goal 
Criteria which were developed to guide the Transition Team in 
its work. These criteria re-emphasize our intent to produce 
strategic results-oriented - outcomes through the significant 
involvement of managers at all levels throughout the System. 
The proposed Finance Administration and Management Support . 
System is consistent with this managerial approach, and, if 
accepted, will enable us to fulfill our legislative mandate to 
carry out the following functions : 
a) prepare biennial budgets on a line category basis in 
sufficient detail to suppor·t the MVTIS General Fund 
requests to the legislature; 
b) provide a system of fiscal management which identifies 
and controls budgeted amounts by line category; 
c) receive and account for funds in a manner which pro-
vides a basis for the most effic i ent operation of the 
MVTIS; 
d) develop and adopt personnel policies and procedures for 
the MVTIS, including an appropriate system with compen-
sation and pay plan; 
e) provide a system for commodity purchases and facility 
and property management ; 
f) provide an accounting system which identifies all 
appropriations, other income, and expenditures for each 
VTI and the MVTIS; and, 
g) provide an information base for long-range planning 
and research including sufficient data to respond to 
the technical training needs of the private sector and 
the State's economy. 
We will appreciate your thoughtful consideration of these 
recommendations and their implications for the future of post-
secondary vocational-technical education and training in Maine . 
We look forward to the discussion of these recommendations on 
February 4th. 
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Subject: RECmtNENDATIONS 
1) Approve an additional fiscal year 1988 and fiscal year 1 989 General 
Fund budget request to the Legislature as follows: 
* six and one-half positions in the Support Office 
$244,689 in FY 88 
245,122 in FY 89 
* six assistant directors for administrative services 
for each VTI 
$254,116 in FY 88 
247,284 in FY 89 
* Total - $498,805 in FY 88 
492,406 :i.n FY 89 
See Appendix Band Appendix F for a complete workload, task, staff, and 
budget analysis; 
2) Approve a request to the Legislature to change the transition implementa-
tion date in Chapter 695, P.L. 1935· from "on or before July 1, 1987" to 
"on or before July 1, 1988". It is further suggested that the legisla-
tion include language to provide for the State Government Committee to 
review the MVTIS' transition implementation. The legislation should 
include a provision to_ allow the committee to impose a date earlier than 
July 1, 1988 if, in its opinion, the MVTIS is not proceeding in good 
faith to implement its transition. See Appendix E for the implementa-
tion timetable under two computing assumptions; micro computer; and, 
mini/micro computer . It should be noted that the estimated January, 
1988 implementation for each approach is based upon the most favorable 
completion of each transition task; 
3) Approve legislation to permit the MVTIS general fund accounts to carry 
funds forward to fiscal year 1988 and to fiscal year 1989. This legis-
lation is required to provide sufficient working capital funds to the 
MVTIS to meet the change from a modified accrual to a full accrual 
accounting basis and to fund payroll expenditures at the beginning of 
each fiscal year in anticipation of income; 
4) Approve a request to the Legislature to change the position title 
"director of finance" in Chapter 695, P.L. 1985 to Assistant Director 
for Administrative Services. The reason for this change is to accurately 
reflect the role of this position at each VTI which is to coordinate, 
direct, and manage business and operational support functions. Financial 
responsibility and accountability for the MVTIS will rest with the 
Support Office ; 
5) Approve a modified centralized - decentralized financial and adminis-
trative processing strategy for the MVTIS. See Appendix A for a complete 
processing strategy analysis, especially the budgeting and financial 
management information process. 
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6) Approve and authorize the MVTIS Transition Team to procure a micro 
computer system. This computing approach, however, is dependent upon 
the availability of micro computer-based accounting/payroll/personnel 
software which meets the computing system requirements in Appendix D. 
If software of this type is not available, the Transition Team will 
seek the Board of Trustees' approval to procure a mini computer system. 
See Appendix C for a complete analysis of the computing system advantages 
and disadvantages; 
7) Approve the Transition Team's recommendation that unallocated contingency 
reserve funds - unrestricted - be used to fund additional account clerk 
positions in the Support Office should the data entry workload be greater 
than estimated. See Appendix B for a complete wor_kload, task, and staff 
analysis ; 
8) Approve the Transition Team's recommendation that .interest/investment 
income and indirect cost recovery income be used to meet staffing needs 
in the VTI Business Offices. See Appendix B for a complete workload 
task and staff analysis. 
3 . 
9) Approve the establishment of the following additional staff positions required to 
implement legislated MVTIS functions: 
1. Assistant to the Executive Director 
2. Personnel Specialist 
3. Clerk 11 (Human Resources) 
4. Director of Program Development and Evaluation 
5. Clerk Steno 11 
(Program Development and Evaluation) 
6. Marketing and Public Relations Assistant 
7. Market Analyst 
8. Director of Student Services 
9. Clerk Steno ·11 
(Student Services) 
10. Director of Resource Development 
11. Clerk Steno 11 
(Resource Development) 
12. Assistant to the Director of Resource Development 
13. Clerk Steno 11 (Economic Development) 
10) Approve a request to the Legislature to change the title "VTI Support Office" 
in Chapter 695, P.L. 1985 to "Maine Vocational Technical Institute System 
Office". The proposed change would communicate the new System's identity 
more clearly and project more accurately the leadership role assigned to 
the Executive Director and System Office staff; 
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11) Approve an additional Fiscal Year 1988 and Fiscal Year 1989 General Fund 
budget request to allocate $30,000 for staff development activities in 
strategic planning; and 
12) Approve an additional Fiscal Year 1988 and Fiscal Year 1989 General Fund 
budget request to allocate $50,000 to support a MVTIS marketing function. 
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Subject: Board of Trustees Action on Recommendations 
The Board of Jrustees of the MVTIS met on February 4, 1987 to consider, among 
other matters , the recommendations of the Transition Team. The results of 
the Transition Team's work was presented to the Board by the Executive Director 
and the Director of Finance and Administration. With eight voting members 
present, the Board voted unanimously to approve the recommendations shown on 
pages two, three and four. 
The financial impact of the Board's decision is summarized below in line 
category form and presented in detail in Appendix F : 
FY 88 FY 89 
Personal Services $731,134 $777,863 
All Other 208,953 209,523 
Capital 24,564 
Total $964,651 $987,386 
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Subject: MANAGEMENT ISSUES 
1) The MVTIS will undergo an accounting practice change from state and 
local government standards to those applicable to colleges and uni-
versities. Revenues must be recorded when earned and expenditures 
recognized when materials or services are received. Of greatest impact 
to the MVTIS will be the requirement that certain expenses be accrued 
at the balance sheet date, or at the close of the accounting period. 
This change will bring the MVTIS in compliance with the generally 
accepted accounting principle that requires expenditures to be 
. 2) 
matched to revenue in the accounting period in which the benefit is 
received. This accounting principle change presents a funding impact 
to the MVTIS in three ways: 
* recognitiion of employee vested leave (vacation and compensa-
tory time) currently accrued and estimated to be accrued in 
fiscal years 1988 and 1989; 
* accrual of year end salaries and employer paid benefits earned 
by employees in one fiscal year but which are paid in the ensuing 
fiscal yea·r; and 
* accrual of year end salaries and related employer paid benefits 
to faculty members who earn these salaries and benefits in one 
fiscal year, but which are paid in the ensuing fiscal year. 
The general fund impact of these accrual issues is estimated to be as 
follows: 
* $1,965,857 in FY 88 
* $ 89,858 in FY 89 
The Transition Team recommends that action on this issue be postponed 
until the system is fully functional. The Board of Trustees will 
present a major general fund budget proposal to the Legislature to 
implement the system transition plan. A second general fund request 
which does not materially benefit the system would only confuse the 
major issue of system transition to independent status. After July 1, 
1988, however, the Board of Trustees should approve a funding plan to 
include the following elements: 
* General Fund request to the Legislature; 
* Budget adjustments within the MVTIS, and 
* Other than General Fund sources . 
The Transition Team staffing plan does not include a position to 
centrally coordinate and direct fixed asset and real property inventory. 
In the short term this task can be carried out at each VTI. In the 
long run, however, a centralized system of inventory control must be 
developed in order to ensure proper accountability for fixed assets 
and real property. The Board opf Trustees should fund a property 
accountant position in the next two to three years through other than 
general fund sources. This position would not only provide for central 
accountability for these assets but would develop a computerized fixed 
asset and real property inventory system; and, 
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3) The Accounting Subcommittee recommended an internal auditor position 
to coordinate financial and administrative support practices and 
procedures between the Support Office and the VTI's. As the role of 
this position does not represent an immediate replacement issue, the 
subcommittee recommends that the need be satisfied in a long term plan 
for the MVTIS. However, the Board should give high priority to such a 
position, as it would function as a resource to management by recommend-
ing operational improvements and economies throughout the MVTIS. 
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TRANSITION TEAM MEMBERS 
Jack Nicholas 
Henry Cranshaw 
Richard Cooper 
Jane Brann 
Gary Webber 
Dana McGlauflin 
Bernard Allen 
Lois Shelley 
Victor Fleury (Designee for Rod 
Scribner, Comm. Finance) 
Sheila Abbott 
Larry Glynn 
Judy Hilton 
Donald Wills 
James Patterson 
Team Observers : 
Grant Pennoyer 
Ted Potter 
Consultants to Transition Team: 
Glenn Rosenberg 
Rod Conard 
Ed Nadworny 
Jerry· Davidson 
Bob Mayer 
Bob Spear 
Audni Miller-Beach 
Director, Finance & Administration 
Chairperson 
Consultant 
Business Manager, SMVTI 
Business Manager, EMVTI 
Business Manager, CMVTI, Co-chairperson 
Business Manager, NMVTI 
Business Manager, KVVTI 
Business Manager, WCVTI 
Deputy State Controller 
EMVTI and VTI System MIS Group Member 
SMVTI and VTI System MIS Group Member 
NMVTI and VTI System MIS Group Member 
Director , Planning and Operations, 
Department of Personnel 
Director, NMVTI 
Budget Analyst, Legislative Office of 
Fiscal and Program Review 
Legislative Analyst, Office of Policy 
and Legal Analysis 
Coopers & Lybrand, Boston 
Coopers & Lybrand, Boston 
Coopers & Lybrand, Boston 
Coopers & Lybrand, Boston 
Coopers & Lybrand, Boston 
Coopers & Lybrand, Portland 
Executive Director, Maine Vocational 
Technical Institute System 
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TRANSITION TEAM SUBCOMMITTEE 
SUBJECT AREAS/MEMBERSHIP 
*Management Information/Budget 
Glenn Rosenberg 
*Treasury/Accounts Payable/Payroll 
Bob Mayer 
*Accounting/Audit 
Bob Spear 
*Personnel/Benefits Administration 
Rod Conard 
*Student Services/Computer Systems-VTis/ 
Accounts Receivable/Financial Aid 
(Academics) 
Glenn Rosenberg 
*Purchasing 
Ed Nadworny 
*Miscellaneous 
Glenn Rosenberg/Ed Nadworny 
*Staffing 
*Computing System 
Jack Nicholas, Chair 
Henry Cranshaw 
Gary Webber 
Henry Cranshaw, Chair 
Victor Fleury 
Richard Cooper 
Jane Brann, Chair 
Victor Fleury 
Henry Cranshaw 
Don Wills, Chair 
Jack Nicholas 
Bernard Allen 
Sheila Abbott, Chair 
Judy Hilton 
Larry Glynn 
Dick Cooper 
Dana McGlaughlin 
James Patterson 
Gary Webber, Chair 
Lois Shelley 
Jack Nicholas 
Jack Nicholas 
Jane Brann, Chair 
Victor Fleury 
Gary Webber 
Richard Cooper 
Henry Cranshaw 
Jack Nicholas 
Henry Cranshaw , Chair 
Jane Brann 
Victor Fleury 
Jack Nicholas 
Gary Webber 
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REPLACEMENT OF FINANCE, ADMINISTRATIVE, AND PERSONNEL SYSTEMS : MISSION STATE-
MENT AND GOAL CRITERIA 
Prior to the signing of P . L. 1985 , Chapter 695 , on April 16 , 1986, Maine's 
six postsecondary vocational technical institutes (VTI's) were governed by the 
Department of Educational and Cultural Services, the same department which has 
jurisdiction over Maine's elementary and secondary schools. Under this 
arrangement, the VTis' finance, administrative, and personnel services were 
provided by state agencies. Now, with the creation of a separate Maine Voca-
tional Technical Institute System (MVTIS), there comes the long awaited oppor-
tunity to design administrative support systems which will be tailored to 
achieving the specific goals of postsecondary education and training in Maine. 
Clearly, the primary goals of the MVTIS are as follows : 
1 . to create an educated, skilled and adaptable labor force, 
which is responsive to the changing needs of the State's economy, 
and 
2. to promote local, regional and statewide economic development. 
These goals call for the Maine Vocational Technical Institute System to be 
able always to respond to change---whether in the economy, or in technology, or 
in the students' level of academic and technical achievement. Consequently, 
the System's Board of Trustees, the Executive Director and System staff, each 
VTI management team and faculty must have rapid access to the broad variety of 
data required for strategic program planning and sound financial management. 
In addition to ensuring rapid access to essential information, MVTIS finance , 
administrative , and personnel systems must provide for appropriate levels of 
flexibility, responsiveness, centralization or decentralization, and employee 
involvement. This latter element, employee involvement, is especially important 
to the vitality of the new VTI system. The strategic planning process, the 
determination of System goals, objectives, and measurement criteria will begin 
at the grassroots level and will ultimately result in the Executive Director's 
recommendations to the Board of Trustees . 
The Transition Team's goai is to select finance, administrative, and 
personnel system~ procedures, and strategies, which will be consistent with the 
governance structure and ~anagement approaches described above. Toward this end 
the transition team must work within the framework of P . L. 1985, Chapter 695 
which requires the MVTIS Board of Trustees and the Executive Director to carry 
out the following tasks: 
a) prepare biennial budgets on a line category basis in sufficient detail 
to support the MVTIS general fund requests to the legislature; 
b) provide a system of fiscal management which identifies and controls 
budgeted amounts by line category ; 
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c) receive and account for funds in a manner which provides a basis for 
the most efficient operation of the MVTIS; 
d) develop and adopt personnel policies and procedures for the MVTIS, 
including an appropriate system with compensation and pay plan ; 
e) provide a system for commodity purchases and facility and property 
management ; 
f) provide an accounting system which identifies all appropriations, 
other income, and expenditures for each VTI and the MVTIS; and, 
g) provide an information base for long-range planning and research 
including sufficient data to respond to the technical training 
needs of the private sector and the State's economy. 
The fourteen goal criteria listed below is provided to assist the Transi-
tion Team in achieving its goal: 
SELECT AND RECOMMEND TO THE BOARD OF TRUSTEES A FINANCIAL, ADMINISTRATIVE, AND 
MANAGEMENT SYSTEM WITH THE FOLLOWING CHARACTERISTICS: 
Resource Allocation and Utilization 
* 
* 
* 
* 
A set of systems and procedures which achieves results-oriented 
budgeting and financial planning . 
A set of systems, procedures, guidelines, and standards in which 
budget development, allocations, and major changes begin with the 
Board of Trustees and. are carried out by the Support Office accord-
ing to the Board's policies and priorities. 
A system which achieves flexibiliti and responsiveness to program 
opportunities through rapid financial and administrative resource 
· allocation without compromising management control or the Board of 
Trustee prerogatives. 
Systems, procedures, guidelines, and standards ~hich acquire, 
allocate and use resources in the most cost effective manner 
possible. 
Fi nancial Accounting and Reporting 
* 
* 
* 
Financial accounting and reporting system that allows the Board of 
Trustees, through the Support Office, to monitor expenditure per-
formance on a timely and ongoing basis. 
A financial accounting and reporting system which provides timely 
and accurate budget and financial status information to all manage-
ment levels having program and financial accountability. 
Financial accounting and reporting system which provides complete and 
comprehensive budget and financial status information to facilitate 
timely and effective management action and performance measurement. 
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Administrative and Management Support 
* 
* 
* 
Financial and management information systems which can rapidly 
relate costs to program results or expected results. 
A system which standardizes the treatment of budgeting, accounting, 
cash management, purchasing, payroll, banking, insurance, classifica-
tion and pay, labor relations, employee benefits, student information 
and related administrative functions. 
A system of control over positions, classification, pay, and terms 
conditions of employment achieved through the direction of the Board 
of Trustees and the Support Office in which management flexibility 
is provided through established financial and administrative constraints . 
Management Style 
* 
* 
* 
* 
A system and procedure which limits expenditure authorization to 
the lowest management level having financial responsibility for 
program action . 
A system of budgeting and financial accounting and reporting based 
on the principle that each manager knows best the specific details 
of his/her program and is in the best position to translate that 
knowledge into financial and administrative needs . 
A system of decentralized financial and administrative decision-
making in which managers are held accountable to higher authority 
for actions taken within specific procedures, standards, and guide-
lines . 
A system which supports management participation and communication 
in financial and administrative decisions from first line managers 
through top management. 
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Findings and Conclusions 
In Chart Form 
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FACT FINDING AND ANALYSIS 
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APPENDIX A 
Subcommittee Processing Analysis 
and Strategy 
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Purchasing Process 
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Purchasing Process 
Sub Functions 
1. Field Requisition process 
2. Formal Requ~si~ion process 
3. Bidding Process VTI, Central Office, and RFQ 
4. Encumbered Purchase Order Process 
5. Forecasting Process 
6. Contracting Process, RFP process 
7. Open market and Contract Release 
Issues by sub Function 
1. Field Requisition Process 
A. VTI function, type of form, consistent system wide 
B. Limitations and approvals 
C. Discuss types of orders i e . needs 
2. Formal requisition process - . 
A. Limitations and approvals 
B. Forms needed - Ceritralizect - necentralized 
3. Bidding Process 
A. Central Office - VTI -
B. RFQ forms - vender issues 
C. Limitations and approvals - Legal Considerations 
D. Use of state Purchasing office 
E. Turn around time 
F. Information transfer within system to take advantage 
of best buys 
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4. Encumbered Purchase Order Process 
A. Define Limitations 
B. Budget control and posting 
C. Summary of Outstanding orders and partial pa yments 
5. Forecasting _Process 
A. Is function necessary 
B. Will we be using State Contracts 
C. Future possibilities 
6. Contracting Process 
A. Limitations and approvals 
B. Legal Considerations 
C. System wide Co~tract Review 
D. Adjunct Faculty Contracts 
E. Contract Status and posting 
7. Open market and Contract Release 
A. Blanket Contracts - Local and System wid e 
B. Limitations and approvals . . . 
C. Discuss Forms needed 
D. Procedures and terms 
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Alternatives. 
A. Centralized Purchasing - Central Office replaces existing 
Bureau of Purchases function 
1. Field requisition process remains basically the 
same with consistent system wide requisition forms 
2. Dollar iimit dictates Central Office involvement 
and approvals. $300.00 limit at VTI level, Capital 
equipment over 200.00 Central Office approval 
3. Bidding process will take place at Central Office 
using standard RFQ format. Central Office makes 
awards, and initiates controls on vender selections. 
· · -4. Purchases over 300.00 are encumbered and posted to 
accounting record by Central Office. Payments and 
status of POs maintained at VT! level. 
5. Forecasting submitted to Central Office with blanket 
contracts issued as needed. 
6 . Contracts over 1000.00 will be handled by Central 
Office - adjunct faculty contracts will be limited 
to IRS standards · and ha~dled at VTI level. Contract 
review and legal concerns handled at Central Office 
with all payments and status at VTI. 
7. - VT! will handle all commodity purchases under 300.00. 
Capital Equipment over 200.00 Central Office approval. 
Process very similar to existing procedures. 
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Advantages 
1. Considerable budget control 
by central office 
2. Standardized Vender selec-
tion and controls 
3. Ability to buy system wide 
and take advantage of quan -
tity buying ·discounts (Best 
Price) 
4. Ability to use State Pur-
chasing information. 
Disadvantages 
1. Very little flexibility 
at VT! level . 
2. Excessive turn around 
. . 
time and little VT! input. 
3 . Inability to satisfy indi-
vi dua l VT! needs and local 
vender goodwill. 
4. Major staffing require-
ments in Central Office. 
5. In creased paper flow. 
4 
Cost Considerati6ns 6. Volume and variety of requests. 
1. Purchasing coordinator - Central Office - Supervise 
Bid process, contract review, approve requisitions , 
manage total purchasing function, analys i s work . 
2 . Purchasing clerk - Central Off i ce - to coo r d i nate 
system wide needs, establish blanket contracts, 
30,000 
identify bidders, analyze bids, deal wi th venders . 22,000 
3. Clerical Support - Central Office - all typ i ng, 
maintain records, flow paper from vender to 
VTI etc. 
no additional staff at VT I l evel. 
16,000 
68,000 
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B. Decentralized Purchasing - Individual VTis operate 
independently with Central Office handling only system 
wide co~cerns, major contracts, construction, and 
overall policy. 
1. Field requisition process would exist only for items 
over 250.00 and with venders not under blanket con-
tracts. Department Heads and supervisor would pur-
chase independently under blanket contracts esta-
blished by each VTI. 
2. No formal Central Office requisition process. 
3. All bidding to be handled by VTI on standard forms. 
Central Office dictating over all policy. 
4. VTis will encumber debt and post to accounting record 
for all purchases and blanket contracts. Central 
Office will handle purchases and contracts exceeding 
$10,000. with the exception of blankets. 
5. No forecasting necessary except possibly at .VT! level. 
6. VT! develop RFPs, and provide for entire process 
if under $10,000.00 or for blanket contracts. 
7. One purchasing form necessary VT! approves all 
purchases and post to record. 
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Advantages 
1. Considerable flexibility 
at VT! level. 
2. Ability to process payments, 
award orders, and purchase 
quickly. 
3. Very little paper flow to 
Central. 
4. Ability to service VTI needs 
directly. 
5. Ability to establish Local 
goodwill, service, and delivery 
requirements. 
6. Streamline entire process. 
Cost Considerations 
Disadvantages 
1. Limited control by 
Central Office. 
2 . Inability to take ad-
vantage of best buys. 
3. Limited Legal control 
and coverage. 
4. Major staffing at each 
VTI level . 
5. Considerable duplica-
tions of effort. 
6 . VTis dealing with ex-
cessive variety of 
types of purchases. 
Establish formal purchasing department at each 
VT!. VT! Buyer necessary at approximately 
22,OOO ·at each institution. Storage and 
clerical support depending upon VT! need. 
132,000 
30,000 
Possible Central Office support for major 
contracts and construction. 
162,000 
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Recommended Procedure 
C. Modified Centralized and Decentralized Purchasing with 
Central Office handling major purchases and contracts and 
system wide blanket contracts. 
1. Field requisitions would insist for items over 250.00 
and purchases from venders not under blanket contract. 
Department head and supervisors would purchase with 
field requisition from encumbered blanket contracts 
set up during summer and encumbered quarterly. 
2. Formal requisitions (possibility Field reqs) would 
be sent to Central Office for orders over 500.00 
and not under blanket contracts. 
3. VTis would handle low level bidding using dictated 
policies. High level bidding will be handled by 
Central Office. Standard RFQ and RFP. 
4. Central Office will make major awards and encumber. 
thus coordinating system wide needs and insur.ing 
funds are available. Load encumbrances to Central 
record accounting. 
5. Minimum forec~sting as necessary only for major 
system wide needs. 
6. Major contracts over 5000.00 will be handled by 
Central Office. Rigid policies established for 
lesser amounts. Legal review handled centrally. 
Contract review by Director of finance, Purchasing 
Coordinator, VTI director and business manager 
(rotating bases) and legal support VTis would 
handle adjunct Faculty contracting. 
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7. Any purchase under 500.00 would be handled .by VTI . 
Local blanket contracts would be established by 
VTI. Purchase under 250. thru blankets cont r acts 
will be done at Department head and supervisor 
level and additional budget responsibility assigned. 
Purchases over 250.00 or select vende r s not under 
contracts wi ll be approved and handled by the 
Business Offices. Purchases over 500.00 handled 
thru Central Office. 
Advantages Di sadvantages 
1 . Increased flexibility at 
VTI level. 
1. Turn around t i me on major 
purchases and contracts. 
2. Upper level control by 
Central Office. 
3. Ability to take advantage 
of best buys on major . 
purchas~s and services. 
4. Standardize vender selection 
and major contract procedures. 
5. Limit paper flow. 
2. Lim i ted control of Business 
Office regarding contract 
purchasing . 
6. Eliminate high level duplic~tion 
of effort. 
7. Ability to consolidate system wide 
needs and legal coverage. · 
8. Replace state purchasing function 
at minimum cost. 
9. Ability to use state purchasing information 
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Cost Considerations 
1 . Purchasing Coordinator- Central Office -
supervise bid process, contract review func -
tions, manage upper level purchasing and 
contracting functions. 
2. Clerical Suppori - Central Office -
t time person (depending upon existing 
support) 
no addition support necessary at VTI level 
9 
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10 , 000 
38,000 
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Budgeting and Financial 
Management Information 
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Function: Budgeting and £inancial management in£ormation 
Subject : Alternatives 
1> Centralized - Position, line category, and budget allocation 
absolute limits which discourage program budget input and 
prevent program changes and £lexibility or new, permanent 
positions without legislative authorization. Allowable 
program changes involve a long process 0£ review and approval 
and/or disapproval. Control over VTI £inancial and adminis-
trative decisions through a very centralized purchasing 
£unction, pre-audit 0£ invoices and £inancial transactions, 
and prior budget authorization. 
2> Decentralized - VTI's responsible £or banking relations, 
cash management, payroll processing, general accounting, 
personnel transactions, check processing, purchasing, and 
budget development. Flexbility to implement program changes 
and new positions with little or no system wide 
accountability. System wide vocational program direction and 
delivery is not well coordinated causing ine££iciency and 
duplication. 
3> Modi£ied centralized-decentralized - Recommended approach as 
it supports a balance between program £lexibility and account-
ability thus providing post secondary vocational education 
which is e££icient and well coordinated on a system wide 
basis. The distribution 0£ tasks between centralization and 
decentralization are on the basis 0£ what is most e££icient 
and e££ective £or the HVTIS. This approach meets the mission 
statement and all the goal criteria. 
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Subject: Summary of tasks and roles to demonstrate the effect of a 
modified centralized-decentralized budget process. In bi-
ennial and second regular legislative session budget develop-
ment, the Trustees and the Support 0£fice carry out the 
largest proportion 0£ tasks. This task distribution is appro-
priate, as these sub functions concern the development and 
execution 0£ system wide priorities, goals, and objectives. 
However, in the sub £unctions 0£ one year budget development, 
one year budget changes, and position cost control, where 
program £lexibility is desired, either the VTI's carry out the 
largest proportion of tasks or a balance is achieved between 
Trustee, Support 0£fice, and VTI tasks. 
1> Biennial budget development- 21 principle tasks 
Trustees- 5 
Support 0££ice- 15 
VTI's- 4 
2> One year budget development- 17 principle tasks 
Trustees- 3 
Support 0££ice- 8 
VTI's- 6 
3> One year budget changes- 17 principle tasks 
Trustees- 3 
Support 0££ice- 7 
VTI's- 11 
4> Position cost control- 10 principle tasks 
Trustees- 2 
Support 0£fice- 4 
VTI's- 4 
5) Second regular legislative session budget development- 11 
principle tasks 
Trustees- 4 
Support 0££ice- 8 
VTI's- 1 
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Function: Budgeting and financial management information 
Sub function: Biennial budget development 
Task 
Performed By 
Board Support Office 
Two year program, spending, and revenue Trustees 
priorities, goals, and objectives set 
first week in April of even numbered 
years 
Budget guidance document submitted to 
VTI Directors second week in April 
Budget detail pepared for the budget 
guidance document to include at the 
account and activity level two years 
of actual expenditures and revenues, 
estimated .year budget including revenue, 
and forcasted two request years 
VTI budget guidance document prepared 
and submitted to cost center managers 
VTI executive budget meeting held in 
late May to finalize part I, part II, 
and capital requests 
Bureau of Public Improvements capital 
budget guidance document received in 
late May 
System executive budget meeting held 
in early June to finalize the System 
budget in preliminary form 
System preliminary operating budget 
and final capital budget presented 
to Board first week in July 
Board finalizes the capital budget 
and approves the preliminary operating Trustees 
budget including estimated revenues 
System capital budget submitted to 
the Bureau of Public Improvements 
In late July 
Bureau of the Budget budget guidance 
document received in late July 
Follow-up budget guidance document 
submitted in early August to VTI 
Directors to include additional Bureau 
of the Budget guidance 
Exec Dir 
DIR F&A 
Dir F&A 
Exec Dir 
Exec Dir/ 
Dir F&A 
Dir F&A 
Dir F&A 
Dir F&A 
VTI 
Dir/ 
B Mgr 
DIR 
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Function: Budgeting and financial management information 
Sub function: Biennial budget development 
Task 
VTI executive budget meeting h~ld in 
late August to incorporate the 
additional Bureau of the Budget 
guidance 
System executive budget meeting held 
in late August to incorporate the 
additional Bureau of the Budget 
guidance and to finalize the System 
budget for presentation to the 
Board 
System final operating budget, including 
final revenue estimates, presented to 
the Board first week in September 
Performed By 
Board Support Office 
Exec Dir 
Exec Dir/ 
Dir F&A 
Board finalizes the System operating Trustees 
budget 
System part I and part II budgets 
submitted to the Bureau of the Budget Dir F&A 
in mid September 
Capital budget meetings ~eld with the . 
Bureau of Public Improvements at each 
VTI in mid October 
Part I and part II budget meetings 
held with the Governor in m·id 
November 
System budget presentation to the 
Committe on Appropriations and 
Financial Affairs 
Budget contact with the 
legislative Office of Fiscal and 
Program Review 
Chair 
Chair 
Exec Dir/ 
Dir F&A 
Exec Dir/ 
Dir F&A 
Exec Dir 
Dir F&A 
VTI 
Dir 
Dir 
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Function: Budgeting and £inancial management in£ormation 
Sub £unction: One year budget development 
Task 
One year program, spending, and 
revenue priorities, goals, and 
objectives set £irst week in March 
0£ each year 
Budget guidance document submitted to 
VTI Directors £irst week in March 
Budget detail prepared £or the budget 
guidance document to include at the 
account and activity level two years 
0£ actual and budgeted expenditures and 
revenues and the £orcasted year 
VTI budget guidance document prepared 
and submitted to cost center managers 
VTI executve budget meeting held in 
.late April to £inalize the one year 
budget 
System executive budget meeting held 
in early May to agree to a preliminary 
one year budget 
Budget guidance document submitted to 
VTI Directors in mid to late May 
to incorporate any legislative changes 
VTI budget guidance document prepared 
and . submitted to cost center mangagers 
a££ected by any legislative changes 
VTI executve budget meeting held £irst 
week in June to include any legislative 
changes in the one year budget 
System executive budget meeting held 
in mid June to include any legislative 
changes in the one year budget 
System one year budget presented to 
the Board in late June to include 
£inal estimated revenues 
Per£ormed By 
Board Support O££ice 
Trustees 
Exec Dir 
Dir F&A 
Exec Dir 
Exec Dir 
Exec Dir 
Exec Dir/ 
Dir F&A 
VTI 
Dir/ 
B Mgr 
Dir 
Dir/ 
B Mgr 
Dir 
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Function: Budgeting and £inancial management in£ormation 
Sub £unction: One year budget development 
Task 
Board approves the one year budget 
o~ a £our quarter and monthly basis 
and allocates all restricted and 
unrestricted £unds by account and 
retains an unallocated contingency 
reserve 0£ 5¾ 0£ unrestricted £unds 
One year budget detail loaded on 
computerized £inancial accounting 
system in late June 
VTI cost center managers receive 
their one year £our quarter and 
monthly budgets £irst week in July 
Board £irst week in August allocates 
by account on a £our quarter and 
monthly basis the 80¾ balance carry 
£orward to the accounts £rem which 
they lapsed at year end in 
the unresticted £und, the 20¾ 
undedicated balance carry 
£orward in the unrestricted £und, 
and all balance carry 
£orward in the restricted £und 
One year budget detail £or carry 
£orward £unds loaded on 
computerized £inancial accounting 
system second week in August 
VTI cost center managers receive 
their updated one year £our quarter 
and monthly budget by the third week 
in August 
Per£ormed By 
Board Support 0££ice VTI 
Trustees 
Accountant 
B Mgr 
Trustees 
Accountant 
B Mgr 
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Function: Budgeting and financial management information 
Sub function: One year budget changes 
Task 
Performed By 
Board Support Office 
VTI cost center manager submits a 
reoccuring or non-reoccuring program 
change request 
VTI program change request approved or 
denied 
VTI approved program change request 
submitted to the Support Office 
VTI reoccuring program change request 
in the unresticted and restricted fund 
is approved on the basis of additional 
revenue or reoccuring program savings 
by total fund 
VTI non-reoccuring program change 
request in the unrestricted and 
restricted fund is approved on the 
basis non - reoccuring savings balances 
by total £und 
One year budget changes are loaded 
immediately on the computerized 
financial accounting system 
VTI cost center managers receive their 
updated four quarter and monthly one 
year budget 
Monthly, quarterly, and one year budget 
balances are available to cost center 
managers 
Quarterly and monthly budget to actual 
expenditure and revenue reports are 
submitted to cost center managers by the 
first week in the month following the end 
0£ the quarter 
Budget balances at quarter and month end 
by cost center are automatically carried 
forward and reallotted in the same 
character code of expenditure 
Dir F&A 
Dir F&A 
Accountant 
Accounting 
System 
VTI 
Dean/ 
Dept 
Chair 
Dir/ 
B Mgr 
B Mgr 
B Mgr 
B Mgr 
B mgr 
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~ Function: Budgeting and £inancial management in£ormation 
Sub £unction: One year budget changes 
Task 
Per£ormed By 
Board Support 0££ice VTI 
r 
L 
VTI cost center managers receive their 
updated monthly and quarterly budget 
with reallotted prior month and quarter 
balances 
VTI executive program and budget 
meetings are held the last week 
in the month £allowing the end 0£ the 
quarter to review VTI and cost center 
program and budget status 
System executive program and budget 
meeting is held the £irst week in the Trustees 
month £allowing the end 0£ the quarter 
to review System and VTI program and 
budget status 
System expenditure monitoring to ensure 
compliance with C 695, 1985 with respect 
to advance notice to the Committee on 
Apppropriations and Financial A££airs 
0£ changes in line category exceeding 
10¾ 0£ the receiving or sending line 
category 
System-wide program cost in£ormation 
available to cost center managers, 
VTI Directors, Executive Director, 
and Trustees to measure program 
cost e££ectiveness and charge backs 
VTI program changes 0£ high System 
priority are approved with a VTI 
unresticted inter£und trans£er 
VTI program changes 0£ high System 
priority are approved through 
allocation 0£ the unrestricted 
£und unallocated contingency 
reserve 
Trustees 
Trustees 
Exec Dir/ 
Dir F&A 
Senior 
Accountant 
Senior 
Accontant 
B Mgr 
Dir 
Dir 
B Mgr 
B Mgr 
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Function: Budgeting and £inancial management in£ormation 
Sub £unction: Position cost control 
Task 
VTI computerized position budget is 
included in the biennial and one year 
System executive budget guidance 
document showing all approved positions 
to date projected £or the one year or 
two year budget years including 
£ringe bene£it costs 
Per£ormed By 
Board Support 0££ice 
Accountant 
VTI 
VTI reviews and updates the position 
budget only £or positions approved 
but not included on the position 
budget 
Accountant 
VTI cost center manager submits a 
request £or a new permanent or 
project position 
VTI new permanent or project position 
approved or denied 
VTI new permanent position request is 
approved on the basis 0£ additional 
revenue or reoccuring program savings 
in total unrestricted or restricted 
£und 
VTI project position is approved 
on the basis 0£ non-reoccuring savings 
balances in total unrestricted or 
restricted £und 
VTI submits to the Support 0££ice a 
Dir F&A 
Dir F&A 
Dean/ 
Dept 
Chair 
Dir 
position reclassi£ication or B Mgr 
range change approved by the Human 
Resources Manager 
VTI position reclassi£ication or 
range change is approved on the basis Dir F&A 
0£ additional revenue or reoccuring 
program savings in total unresrtricted 
or restricted £und . 
VTI new permanent or project positions, 
reclassi~ications, or range changes 0£ Trustees 
high System priority are approved with 
a VTI unrestricted inter£und trans£er 
VTI new permanent or project positions, 
reclassi£ications, or range changes 0£ Trustees 
h i gh System priority are approved 
through allocation 0£ the unrestricted 
unallocated contingency reserve 
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Fynction: Budgeting and financial management information 
Sub function: Second regular legislative session budget development 
Task 
One year and balance of bienniem 
program, spending, and revenue 
priorities, goals, and objectives 
are set first week in October during 
the first quarter System executive 
budget meeting 
Bureau of the Budget budget guidance 
document received in late October 
for current fiscal year emergency 
and second fiscal year new budget 
requests 
Budget guidance document submitted to 
VTI Directors in late October 
VTI executive budget meeting held 
first week in November to finalize 
the VTI budget submission 
System executive budget meetin_g held 
in mid November to finalize the 
System budget submission to the 
Board 
System budget presented.to the Board 
first week in December 
Board finalizes the current fiscal 
Performed By 
Board Support Office 
Trustees 
Dir F&.A 
Exec Dir 
Exec Dir 
Exec Dir/ 
Dir F&.A 
year emergency and second fiscal year Trustees 
new budget requests and revenue 
estimates 
System budget submitted to ·the 
Bureau of the Budget by the end of Dir F&.A 
the first week in December 
Budget meeting with the Governor 
by mid to late December 
Chair Exec Dir/ 
Dir F&.A 
VTI 
DIR 
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Function: Budgeting and £inancial management in£ormation 
Sub £unction : Second regular legislative session budget development 
Task 
System budget presentation to the 
Committee on Appopriations and 
F i nancial A££airs 
Budget contact with the legislative 
0££ice 0£ Fiscal and Program Review 
Per£ormed By 
Board Support 0££ice 
Cha i r Exec Dir 
Dir F&A 
YTI 
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Treasury and Accounting 
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TREASURY/ACCOUNTIN6 SUBCOMMITTEE 
This dotu1ent outlines the responsibilities for each YT! end the Syste1 
Office based upon i •aodified tentralized/decentrali zed' 1anage1ent 
~tyle. These responsibilities are identified by pri1ary functional area 
within the Treasury/Atcounting organization of the ftVTIS. In addition to 
r outlining these responsibilities, needs and require1ents for i1ple1enting 
eath function are docuaented. 
PRIMARY FUHCT!ON: Disbur~e1ents 
YTl RES?ONSIBILITIES 
Authorizing disburseaents 
(e .g. satisfactory reteipt 
of goods or services, verifica-
tion of invoices for accuracy, 
etc . l. 
Establish forial controls for 
disbursesent of local funds 
(i . e. current Student Unio~ 
accounts). 
lssu;nce of checks frob local 
fund bank atcounts. 
Establish forial controls and 
voucher systeft for petty cash. 
Set standards for each business 
office regarding disburseoent 
processing. 
Naintain cash disburseaent 
journal. 
SYSTEM OFFICE RES?ONSIB!L!TIES 
Process and issue checks to 
vendors based upon ·infor1ation 
provided by each YTI . 
Create actounting entries 
for disbursement iteas 
precessed. · 
Oversee and review periodically 
cash disburse~ent policies. 
FUNCT!OHAL REQUIREMENTS/HEE&S 
Establish bank account! for 
disbursing non-local funds. 
Develop forRal aethods and 
procedures for the disburseient 
function, at both a local and 
Syste1 Office level. 
Maintain an automated acccunt-
ing system for inputting dis-
burse1ent entries. 
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PRI""RY FUNClION: Cash Receipts 
YTI RESPONSIBILITIES 
--------------
Collect cash. Develop for1al 
controls to ensure coapleteness, 
accuracy, validity, and sepa-
ration of duties for the 
cash collection location. 
Prepare daily deposits . 
Prepare lncoce Statesents to 
account for cash received, and 
subMit thes to the Systea 
Off ice. 
Naintain cash receipts journal . 
Nonitor outstanding accounts 
rece ivables , 
SYSlEN OFFICE RES?ONSIB!Lll!ES 
Nobilize funds froa the 
dedicated revenue bank accounts 
at each VTI to the concentration 
account aaintained by the 
Systea Office. 
Receive and process Incote 
Stateaents. 
Prepare and aake accounting 
entr i es to the 6eneral ledger 
Systea. 
FUHCTlOHAL REQUJRE~£HTS/NEE vS 
Develop foraal 1ethods and 
procedures for the cash receipt 
function, at both a local and 
System Office level. 
Des i gn and develop a systea 
to process lncoae St.teeents. 
Design and develop a star.dard 
nVT!S Inco=e Statelent fora . 
t 
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FRIXARY FUftCTIDM: Fixed Assets 
YTI RESFOHSIBILITIES 
On.non-going basis, provide 
detail docu1entation to the 
Syste1 Office regarding additions 
and deletions to each YTI ' s 
fixed ~sset inventory. 
Ferfor• a fixed asset inventory 
on a periodic basis. 
SYSTEM OFFICE RES?OSSIB!LITIES 
Desi~n, develop, and aaintain 
a systea-"ide fixed asset 
inventory to include record-
keeping responsibilities . 
Perform planning and 1anage1ent 
responsibilities regardi ng 
aajor repairs and construction 
activities at the VTls. 
FUNCTIONAL RE9UIREXESTS/NEEDS 
Define the relationship to 
be aaint.ined •ith the State 
BPI, 
Design and develop an ovprall 
1anage1ent systea for aaintain-
ing fixed as~ets. 
~evefop foraal aethods and 
procedures for the fixed asset 
function, at both a local and 
Syste, Office level. 
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PRI~ARY FUHCTIOH: Endowaenls/Sifts 
r --------------------
L. 
Vil RESPONSIBILITIES 
Receiv, and deposit tndow1enl 
funds ind gifts. 
Notify the Syste1 Office cf new 
gi fls received. 
SYSTE~ OFFICE RESPONSIBILITIES 
~aintain a 1aster inventory of 
all endow1ents and gifts. 
Establish Developient Office for 
ill YT!s. 
Pool al I endowcent and gift 
funds received to 1axi1i:e cash 
1anage1ent opportunities. 
t 
FUMCTJOHML REQUJREMEHTS/HEEDS 
Develop foraal aethods and 
procedures for the endow1ent/ 
gift function, at both a 
local and Syste1 Office level. 
E5ta~lish a policy regarding 
ho• endow1ents and gifts should 
be accepted/ac~nowledged by 
each JTJ and/or the Board. 
Establish proce-dur.es regarding 
the 1anaging of trusts and 
endo111ents. 
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PRIMARY FUHCTIDN: Risk N.nage1enl/Liabilities 
---------------------------
VTI RESPONSIBILITIES SYSTEN OFFICE RESPCHS!EILITIES FUNCTIONAL REQUIRE~ENTS/NEEDS 
None Nainta in interface with State Define and for1.llze future 
Risk Nanage~ent Division. working relationship with the 
State Risk Nanage1ent Division. 
. . . 
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PR!r.ARY FUNCTION: Financial Reporting/Seneral led~er 
VTl RESPONSIBILITIES 
r.aintain all detail fund 
accounting ledgers. 
naintain actual-t0-allot1ent 
control reports, 
Prepare and generate local fund 
financial statesents. 
SYSTEr. OFFICE RESrOHSiSILITIE5 
r.aintain all detail fund 
accounting ledgers. 
Process journal entries. 
r.aintain the 6eneral Ledger 
systea for the entire r.VTIS. 
r.aintain Chart of Accounts. 
Prepare and generate periodic 
and annual financial stateaents, 
Naintain internal audit re-
sponsibility, 
t 
FUSCT!Cll+tl RE~UlRE~ESTS/SEE~S 
Define and establish an 
approach to budget control. 
Design and develop a Chart of 
Accounts. 
Design, develop and i1ple1ent 
an autoeated 6eneral Led;er ~yst 
Develop foraal 1ethods and 
procedures for the financial 
reporting function, at both a 
local and Systea Office level, 
Design, develop and i1ple1ent 
an internal audit function •ithi 
the Syste1 Office. 
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The YT! Bookstores 
The VT! boohtores .re • potenliil revenue nsource for the entire YTI 
syste1. As a result, rese.rch should be perfor1ed for consolidating 
th~ bookstore function into a specific Syste1 Office function. This 
function •culd be responsible for establishing strategic objectives 
inve~tigating grc•th opportunities, centr.lizing possiblt 1.rketing 
opportunities, 1anaging joint purchasing opportunities, and generally 
stindardizing certiin aethods and procedures. 
Filing, Archiving, Record Retention, ind Record Retrieval 
A control syste,, both centrally and decentrally needs to be establish for 
filing, archiving, record retention, and record retrieval. This systea 
should be coordinated by the Systen Office to include: 
- A central depository lsi1ilar to what the Slate 1aintains currently) 
for placing 'dead storage' i.e., old files/docu1ents that are no 
longer used or considered active; 
- Deve!opaent of for1al policies and procedures for 1aintaining 
files at both a local and System Office leveli and, 
. . . 
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PRJX~RY FUMCT!ON: Treasury/Banking 
YTI RE:?ONSIB!LITIES SYSTEX OFFICE RESPONS!BlllllES FUNCllONAL REQUlREXENTS/NEEDS 
Xaintain all local bank accounts Establish foraal banking net•ork Esta..blish foraal banking net•ork 
(i.e. current Student Union 
accounts), to include all aonthly 
account reconciliations and 
check signatory control. 
Xaintain petty cash accounts. 
Establish for1al controls and 
vcucher systec for petty cash. 
Receive and deposit Federal 
funds into the dedicated revenue 
bank account. 
t 
to include: 
1. A concentration bank, with 
funds controlled and 
1anaged centrally; 
2. Create b zero balance 
controlled disburseaent 
accounts, •ith disbur~e:ent 
controlled and -anaged 
centrally; 
3. On a 1 ocal level, 
1aintain a depository 
account for depositing 
and transferring funds fro• 
centrally, and also 
1aintain no nore than 1 or 
2 bank accounts for 1aking 
local Student Union dis-
burseients. 
Design and develop foraal 
cash aanageient systees and 
procedures, 
Establi~h foraal policies 
snd procedures for making both 
5hort- and long·ler1 invest-
aents. 
Receive and deposit State 
appropriations, 
to include: 
l, A concentration bank, with 
funds controlled and 
1anaged central I y; 
2 •. Create b iero balance 
~ controlled disburse,ent 
accounts, •ilh disbursecent 
controlled and managed 
centrally; 
3. On a local level, 
1aintain i depository 
account for depos i ting 
and transferring funds fr~• 
centrally, and also 
aaintain no 1ore than 1 or 
2 bank accounts for 1aking 
local Student Union dis-
bursuents . 
Design and develop foraal 
cash 1anage1ent sysleRs and 
procedures. 
Establish foroal policies 
and procedures for making bath 
short- and long-ter1 invest-
1ents. 
Oefine NVTIS re~ponsibilities re 
garding repay~enl of bonds . 
For1alize relationship with Stat 
Treasurer to utili,e the State ' s 
short·ler1 investaenl pool. 
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YTI RES?ONSIBILITIES 
-----------------
Collect tiae sheet~/cards. 
C01putP gross salaries for 
hourly e•ployees, 
Subait Payroll Register to 
Syste1 Office for processing. 
Issue checks/direct deposit 
receipts to payroll e1~loyees. 
Also, 1aintain foraal controls. 
SYSTE~ OFFICE RES?ONS!Bll!TIES 
Prepare Payroll Register fro1 
infor1ation and docu1entation 
. of changes sub1itted by each 
YTI. 
Process piyroll, 
Issue checks to each YTI 
and prepare direct deposit 
payroll, 
"aintain earnings files and 
account for all deductions. 
Prepare Federal Fora 941 on a 
quarterly basis, 
FU~CTION~l REQUlRE~ENTS/HEEDS 
Design and develop an autoaated 
Payroll Systea in the Systea 
Offi Cl! • 
Establish banking relationship 
necessary to issue payroll 
checks. 
Develop forul 1eth0ds and. 
procedures for the payroll 
f~nction, at both a local and 
Syste1 Office level. 
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VTI FUNCTION ANALYSIS 
FUNCTION: Creating a position 
DESCRIPTION OF PRIMARY PURPOSE: Establishes and authorizes a specific position within the VTI 
system. 
IMPORTANCE TO: Operational continuity 
Union, Financial, Legal control 
Managerial capability 
1 
1 
1 
2 3 4 
2 3 4 
2 3 4 
EXTERNAL INVOLVEMENT: 
PROCESSORS RESOURCES 
DOP - Job Classification 
DOP - Job Description (VTI) 
5 6 7 
5 6 7 
5 6 7 
25% - VTI Business Manager 
10% - DECS Personnel Officer 
50% - DOP Job Analyst DOP - Classification Specification 
50% - DOP Data Entry Clerk 
50% - DOP File Clerk 
10% - Bureau of the Budget -
Position Control Spec. 
10% - Bureau of the Budget -
Budget Analyst 
4% - Governor's Office -
Assistant 
1% - Central Computer Services -
operations 
Classification Plan 
Budget - Manual Position Log 
Budget - Automated Position File 
Budget - Position Control File 
(automated) 
ANALYSIS OF OPTIONS: Happens fairly often. 
Discontinue: Risk losing control over manpower expenses, Union problems 
Subcontract: No known vendor for an equivalent system 
FORMS 
DOP - FJA-1 
DOP - FJA-3 
DOP - Form 5 
*Assume Function in VTI: Can be done, requires job class system and some form of position 
control system in the Support Office. System will be less sophisticated than current State 
system. 
*Retain State Services: MSEA has position control module which would support VTI users. 
RECOMMENDED TRANSITION STRATEGY: VTI should continue to maintain a position control system in 
the Support Office. This could be accomplished manually, but there is a module in the MSA 
system that would offer easier and more sophisticated services. 
* NOTE: No position control now. Time is not too serious a problem • 
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VTI FUNCTION ANALYSIS 
FUNCTION: Filling a position using a controlled competitive process. 
DESCRIPTION OF PRIMARY PURPOSE: Recruit, screen, qualify and hire a new employee through an 
equitable, defensible competitive process; assures that new employees are subject to 
comparable requirements as were previously hired employees. · 
IMPORTANCE TO: Operational continuity 1 2 3 
1 2 3 
1 2 3 
4 5 6 7 
4 5 6 7 
4 5 6 7 
Union, Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
10% - VTI Personnel Administrator 
5% - DECS Personnel Officer 
85% - DOP Certification Clerk 
85% - DOP Job Analyst 
85% - DOP Exam. Administrator 
85% - DOP Data Entry Clerk 
85% - DOP Application Reviewer 
ANALYSIS OF OPTIONS: 
RESOURCES 
Union Agreements 
Job Analysis Procedures 
Automated Applicant Mgmt. System 
Written/Oral Tests 
Appeal Rights 
FORMS (used or 
produceo) 
Form 15 
Reg. of Applicants 
Examination Plan 
Recruitment Bull. 
Application 
Employ. Reg. Card 
Ltrs. to Candidates 
Discontinue Function: High risk of EEO and Union problems. Complaints regarding hiring 
practices. 
Subcontract: Maine Job Service can provide limited acceptable candidates. Nothing else meets 
appropriate control requirements. 
*Assume at VTI: Can be done under certain conditions: . (1) VTI recognizes risk from other 
services, (2) VTI assumes responsibilities for informing candidates of new/State status; (4) 
VTI continues to use comparable classification system. 
Retain as is: Cumbersome, time consuming. 
RECOMMENDED TRANSITION STRATEGY: Assume as ' VTI with limitations as outlined above. VTI . 
support office oversees the use of comparable job classifications. Candidates from DOP more 
available after DOP automatic process in the spring. 
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VTI FUNCTION ANALYSIS 
FUNCTION: Filling a direct hire position. 
DESCRIPTION OF PRIMARY PURPOSE: Recruit, screen, qualify and hire a new employee into the VTI 
system at the local level . 
IMPORTANCE TO : Operational continuity 
Union, Financial 6 Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS RESOURCES 
1 
1 
1 
2 3 
2 3 
2 3 
4 5 6 7 
4 5 · 6 7 
4 5 6 7 
1% - DOP 
99% - VTI Director 
Guidelines for direct hire pro-
cedures 
99% - VTI Department Chair/Head 
99% - VTI Business Manager 
99% - VTI Personnel Administrator 
99% - VTI Search Committee 
99% - Selection Committee 
ANALYSIS OF OPTIONS: N/A 
Advertising format 
FORMS 
Application 
(need application 
form) 
RECOMMENDED TRANSITION STRATEGY: None required, continue as is • . VTI support office shou l d 
provide policy guidance and monitor hirin9 activities per Union contracts and acceptable 
hiring practice. Need application forms • 
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VTI FUNCTION ANALYSIS 
FUNCTION: Setting up a new employee in the VTI system. 
DESCRIPTION OF PRIMARY PURPOSE: Places a new employee on the payroll system and initiates 
enrollment in all insurance and benefits programs. 
IMPORTANCE TO: Operational continuity 1 2 3 4 
1 2 3 4 
1 2 3 4 
Union, Financial 6 Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
30% 
5% 
sj! 
" 
" 
Ii 
II 
II 
II 
II 
- VTI Payroll Clerk 
- DECS Personnel Officer 
- DOP Authorization Unit 
- Bureau of Accts. & Control 
(Payroll) 
- Retirement Prog. Coord. 
- Employee Health/Dental 
Insurance Coordinator 
- Deferred Comp Prog. Coord. 
(Comm. of Finance) 
Credit Union 
Union - MSEA 
VTI Faculty Unit 
Union - VTI Administrative 
ANALYSIS OF OPTIONS: 
RESOURCES 
Automated Personnel File 
Payroll Exception Sheet 
Payroll System 
State Retirement Plan 
Life Ins. Plan 
Unit 
Discontinue: Not available option. 
5 6 7 
5 6 7 
5 6 7 
FORMS 
Personnel Mgmt. 
Data (PMD) Turn-
around Form 
Direct Deposit Form 
Life Ins. Form(s) 
Health/Dental Ins. 
Form 
Deferred Comp. Form 
Credit Union Mem-
bership Form 
Subcontract: Possible, but costs & capabilities unknown at this time, unknown time frame. 
Assume in VTI: Best option in terms of VTI management standpoint, but expensive. Capabilities 
depends on hardware, software and systems support availabilities and capabilities. 
Retain State Service: New MSA system well suited. Payroll, personnel, position control, lost 
time, health and safety, etc. Could be utilized via on-line access to BDP. 
RECOMMENDED TRANSITION STRATEGY: May want to develop our system. Should use MSA system in 
the interim. Strongly reviewed VTI system consider using MSA system. Investigate quickly, 
because if not available option, need time to set up something else. 
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VTI FUNCTION ANALYSIS 
FUNCTION: Administering Performance Appraisal/Merit Increases. 
DESCRIPTION OF PRIMARY PURPOSE: 
IMPORTANCE TO: . Operational continuity 
Union, Financial, Legal control 
Managerial capability 
1 
1 
1 
EXTERNAL INVOLVEMENT: 
PROCESSORS RESOURCES 
- VTI Supervisor Performance standards 
2 
2 
2 
3 4 
3 4 
3 4 
5 6 
5 6 
5 6 
60% 
60% 
60% 
- VTI Employee 
- VTI Business Office 
DOP - HR Data Base (Status/Dates) 
DOP - Merit Pay Policies 
1% 
9% 
5% 
10% 
10% 
5% 
10% 
- Central Warehouse 
- VTI Director 
- DECS Personnel 
- State Personnel Authorization 
- State Personnel Commissioner 
- VTI Payroll Clerk 
- Accounts and Control/Payroll 
ANALYSIS OF OPTIONS: 
Discontinue: No option. 
Payroll System 
Union Contracts 
Unit 
Subcontract: Not an option, except for payroll processing. 
7 
7 
7 
FORMS 
Performance 
Appraisal Form 
Written Comments 
PMD Turnaround Form 
Special Merit writ-
ten justification 
Payroll Exception 
Sheet 
Assume in VTI: Support office could take over DOP & DECS functions. Payroll depends on 
future system's capabilities. 
Retain State Services: State may be modifying performance appraisal system. Payroll & other 
administrative support may be available through MSA. 
RECOMMENDED TRANSITION STRATEGY: Continue to use existing forms and policies which are 
consistent with Union contracts, until new agreements are reached. VTI support office assumes 
DECS & DOP roles. Payroll as noted previously. Should consider utilizing MSEA system. 
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VTI FUNCTION ANALYSIS 
FUNCTION: Compliance with Affirmative Action Programs. 
DESCRIPTION OF PRIMARY PURPOSE: 
IMPORTANCE TO: · Operational continuity 
Union, Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS RESOURCES 
State Law 
Federal Law 
HR Data Base 
1 2 3 4 
T 2 3 4 
1 2 3 4 
5% - DECS -AA Officer 
45% - DOP AA Coordinator 
50% - VTI AA Committee 
50% - VTI Director Human Rights Commission 
ANALYSIS OF OPTIONS: 
Discontinue: No option. 
Subcontract: Not necessary. 
5 6 7 
5 6 7 
5 6 7 
FORMS 
AA Plan 
EEO 4 Report 
Assume in VTI: Can be done immediately in VTI. Should be coordinated by support office. 
Should be included in data base. Requires personnel knowledgeable in EEO re~orts, record 
keeping of complaints and investigations. 
Retain State Services: Only viable if VTI's use MSA system. 
RECOMMENDED TRANSITION STRATEGY: VTI support office should assume responsibility immediately. 
Equal Pay 
Selection 
Sexual Harassment 
Should monitor employment and operational activities for discriminatory practices. 
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VTI FUNCTION ANALYSIS 
FUNCTION: Establishing Temporary Salaries. 
DESCRIPTION OF PRIMARY PURPOSE: 
IMPORTANCE TO: . Operational continuity 
Union, Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
17% - VTI Business Office 
33% - Authorization Unit 
17% - VTI Payroll Clerk 
RESOURCES 
Policies governing 
Salary increases 
Union Contracts 
1 
1 
1 
2 3 4 
2 3 4 
2 3 4 
5 6 7 
5 6 7 
5 6 7 
FORMS 
PMD Turnaround 
Payroll Exception 
Sheet 
33% - Accounts & Control Payroll Temporary Employment Rules 
ANALYSIS OF OPTIONS: 
Discontinue: Not an option. 
Subcontract: Not an option. 
Assume in VTI: Can assume DOP control rule. Can improve on present budget control. 
Retain State Services: Only regarding MSA personnel/payroll. 
RECOMMENDED TRANSITION STRATEGY: VTI support should assume DOP central role. Requires a 
Personnel/Payroll system. 
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VTI FUNCTION ANALYSIS 
FUNCTION: Leaves of Absence 
DESCRIPTION OF PRIMARY PURPOSE: 
IMPORTANCE TO: . Operational continuity 
Union, Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
VTI Employee 
VTI Director 
10% - DOP Authorization Unit 
VTI Business Office 
VTI Payroll Clerk 
ANALYSIS OF OPTIONS: 
Discontinue: 
Subcontract: 
No option. 
No. 
RESOURCES 
VTI Rules 
Union Contracts 
State Law 
Federal law 
* HR Data Base 
1 2 3 4 5 6 7 
1 2 3 4 5 6 7 
1 2 3 4 5 6 7 
FORMS 
Request for leave 
PMD Turnaround 
Payroll Exception 
Sheet 
Assume in VTI: Should assume. How much authority should local VTI have regarding leaves? How 
will leave data be processed for payroll, seniority, retirement programs? 
Retain State Services: MSA system tracks ··this information well. Could be used in conjunction 
with payroll system. 
RECOMMENDED TRANSITION STRATEGY: VTI support office should monitor leave of absence 
practices; may choose to assume authorization rule. Leave of absence function needs to be 
incorporated into personnel/payroll system. Can begin monitoring immediately, (get involved 
in the paper flow). 
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VTI FUNCTION ANALYSIS 
FUNCTION: Promotions, Demotions, Transferring Employee. 
DESCRIPTION OF PRIMARY PURPOSE: 
IMPORTANCE TO: . Operational continuity 
Union, Financial, Legal control 
Managerial capability 
1 2 3 4 5 6 7 
1 2 3 4 5 6 7 
l 2 3 4 5 6 7 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
VTI Business Office 
DECS Personnel Officer 
DOP Authorization Unit 
DOP Merit System Coordinator 
VTI Payrol l Clerk 
Accounts & Control Payroll 
ANALYSIS OF OPTIONS: 
RESOURCES 
Union contract provisions 
Selection process 
Merit Employment Rules , 
Regulations, Policies 
HR Data Base 
Payroll System 
RECOMMENDED TRANSITION STRATEGY : Sarne as filling a position. 
L__ .__ 
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FORMS 
Form 15 
PMD Turnaround 
Exception Requests 
Payroll Except i on 
Sheet 
Application for EEs 
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FUNCTION: Reclassifying a Position 
DESCRIPTION OF PRIMARY PURPOSE: 
VTI FUNCTION ANALYSIS 
IMPORTANCE TO: · Operational continuity 1 2 3 4 
1 2 3 4 
1 2 3 4 
Union, Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
10% - VTI Personnel Administrator 
85% - Job Analysis Unit 
RESOURCES 
Position Control System 
Class i fication Plans 
5 6 7 
5 6 7 
5 6 7 
5% - Bureau of the Budget Class Specifications and Standards 
ANALYSIS OF OPTIONS: 
Discontinue: Lose position control capability , Union problems. 
Subcontract : No 
Assume in VTI: See Creat i ng a Position 
RECOMMENDED TRANSITION STRATEGY: See Creat i ng A Position 
l_ r L_ .._ __ 
FORMS 
FJA-1 
Form 5 
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VTI FUNCTION ANALYSIS 
FUNCTION: Maintaining Labor Relations: Negotiations, Contract Administration, Legal Services 
DESCRIPTION OF PRIMARY PURPOSE: 
IMPORTANCE TO: · Operational continuity 
Union, Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS RESOURCES 
- VTI Bargaining Team Labor Laws 
1 2 
T 2 
1 2 
60% 
60% 
60% 
- Chief Negotiator NEDER Issues Data Base 
60% 
- Employee Relations Support 
Staff 
- Legal Staff 
Supervisor (VTI) 
VTI Director 
Contract Provisions 
NEDER (Northeast Directors Employee Relations Assoc . ) 
DEC Personnel 
ANALYSIS OF OPTIONS: 
Discontinue function: Not an option 
3 4 5 
3 4 5 
3 4 5 
6 7 
6 7 
6 7 
FORMS 
Demands for 
Bargaining 
Union Contract s 
Subcontract function: Negotiations and Legal could be subcontracted - at professional rates 
Assume function in VTI: VTI can assume contract administration for Bureau of Employee 
Relations functions up to arbitration. 
Retain State Services: Probably not an option, not really desirable - better to have internal 
contract administrator. 
RECOMMENDED TRANSITION STRATEGY: VTI system should .establish an internal responsibility for 
contract administration; this person should become immediately involved with Vurle Jones in 
negotiations. I.egal service should be contracted as needed, unless a major engagement appears 
likely, in which case a lawyer should be hired in the VTI system. Negotiations could either 
be done by an outside contractor or a person in the VTI system if the right skills are 
present . 
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VTI FUNCTION ANALYSIS 
FUNCTION: Keeping Records and Reporting 
DESCRIPTION OF PRIMARY PURPOSE: 
IMPORTANCE TO: Operational continuity 
Union, Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
State Archivist 
RESOURCES 
HR Data Base 
1 
1 
1 
State Archives Records 
2 3 
2 3 
2 3 
4 5 6 7 
4 5 6 7 
4 5 6 7 
VTI Business Manager 
DOP Clerical Staff 
State Retirement System 
DECS Personnel Officer 
Retention/Disposal Standards 
VTI Employee Data Base 
ANALYSIS OF OPTIONS: 
Discontinue: No 
Subcontract: N/A 
DOP Microfiche Records 
Special Report Generators 
FORMS 
All Transaction 
Forms 
Records of 
complaints and 
investigations 
Records of disci-
plinary action 
Records of employee 
benefits 
Aged files 
Class listings 
Position listings 
Employee listings 
Performance 
Appraisal Reports 
Salary change 
reports 
Employee Histories 
Assume in VTI: Manual recordkeeping --
automated recordkeeping and reporting. 
office has to assume DOP policy control 
need long-term record integrity. Review MSA for 
Combined effort of VTI's & support office. Support 
role. 
RECOMMENDED TRANSITION STRATEGY: MSA personnel/payroll package has user-friendly report 
generator for management reporting . 
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VTI FUNCTION ANALYSIS 
FUNCTION: Establishing a job classification. 
DESCRIPTION OF PRIMARY PURPOSE: "Locate" a new position in the system by establishing a 
position description & salary grade; determine necessary qualifications and examination 
requirements. · 
IMPORTANCE TO: Operational continuity 1 2 3 4 
1 2 3 4 
l 2 3 4 
Union 8 Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
6% 
1% 
90% 
II 
II 
II 
1% 
II 
II 
II 
II 
- VTI Personnel Adminis. 
- DECS Personnel Officer 
- DOP Job Analyst 
- DOP AA Coordinator 
- DOP Data Entry 
- DOP Records Clerk 
- Bur. of Employee Relations 
CCS - Operations 
CCS ~ Distribution 
- Bur. of Purchases -
Central Printing 
- Bureau of Purchases -
Central Warehouse 
RESOURCES 
Job Analysis Procedures 
Job Analysis Software 
Class Spec. Dev. Manual 
Job Analysis Results 
Minimum Quals. Standard 
Exam Plan 
Hay Job Evaluation Program 
EEO Guidelines 
Human Resources Data Base 
5 6 7 
5 6 7 
5 6 7 
FORMS 
FJA-1 
Job Analysis Forms . 
Class. Control Rec. 
Class Specification 
ANALYSIS OF OPTIONS: NOTE: New job classifications are very rarely ( 1/yr) established in 
the VTI system. 
Discontinue function: Risks losing control of salary and promotion equity; could cause Union 
problems. 
Subcontract function: No known vendor provides an applicable job classification system. 
*Assume function in VTI: The VTI lacks virtually all of the necessary resources to accomplish 
histoLical quality levels. 
Continue State Involvement: Lack of responsiveness; delays in processing, violates mandate. 
RECOMMENDED TRANSITION STRATEGY: The VTI system should continue to utilize a job 
classification program as comparable to the State system as possible, with variations 
authorized only to meet justifiable VTI unique characteristics. The VTI can probably maintain 
this process if they are provided current job class information from the DOP. The VTI support 
office should have responsibility to ensure that job class guidelines are followed, and to 
create new job classes if that is necessary. 
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VTI FUNCTION ANALYSIS 
FUNCTION: Workers' Compensation Administration 
DESCRIPTION OF PRIMARY PURPOSE: Processes and administers employee work-related injuries 
IMPORTANCE TO: Operational continuity 1 2 3 4 5 6 7 
1 2 3 4 5 6 7 
1234567 
Union, Financial, Legal control 
Managerial capability 
EXTERNAL INVOLVEMENT: 
PROCESSORS 
2% - VTI Supervisor 
10% - VTI Business Office 
73% - Governor's Office of Employee 
Relations 
5% - Fred S. James Company 
5% - Workers' Compensation Commission 
5% - Attorney General's Office 
RESOURCES 
VTI - Employee, supervisor and agency 
injury information 
GOER- Investigation Report 
GOER- Independent medical information 
GOER- Rehabilitation Report 
GOER- Alternate or modified work plan 
GOER- Medical History/Information 
AG - Legal opinion 
WCC - Commission opinions-formal and 
informal 
Workers' Compensation Law 
GOER- Workers' Compensation Procedures 
wee - Workers' Compensation Rules, 
Regulations and Procedures 
Computerized Claim and Expense 
Report (James Co.) 
FORMS 
First Report of Injury 
Employee's Report of Injury 
Supervisor's Report of Injury 
Memorandum of Payment 
Notice of Controversy 
Agency Recommendation Form 
Medical Release Form 
Weekly Compensation Invoice 
Agency Bill Review Form 
Various opinions, reports and 
proposals 
ANALYSIS OF OPTIONS: Discontinue: no. Subcontract: too expensive. Initial quotes range between $90,000-$95,000. In 
addition, the MVTIS would be required to self insure under the State insurance laws. Assume at VTI: Not practical in 
the short term as the administrative process is extremely complicated and involves several interactive agencies. 
Retain State Service: The Governor's Office of Employee Relations is currently staffed and trained to continue this 
function. · The Attorney General's Office could continue to provide legal services possibly for a fee (minimal cost). 
RECOMMENDED TRANSITION STRATEGY: Continue these services through the State. Preliminary arrangements for such a 
strategy already have been worked out on an informal basis to continue the services of the Governor's Office of Employee 
Relations at no cost to the MVTIS. Discussions should continue with the Attorney General's Office for the continuation 
of litigation support. An interagency agreement should be prepared and agreed to between the respective parties as soon 
as possible . 
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APPENDIX B 
Workload Analysis and 
Staff Proposals 
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Subject: MVTIS Support Office and VTI Business Offices 
Staffing Analysis and Recommendations 
WORKLOAD TASK ANALYSIS: 
I. Purchasing 
a) Replacement tasks 
competitive bidding over $500 
competitive bid analysis 
insurance coordination 
warehouse coordination 
surplus property coordination 
contracts for services over $5,000 
vendor relations 
vendor files 
commodity price listings 
central copy coordination 
central printing coordination 
forecasting of large commodity needs 
b) New tasks 
life cycle or total cost analysis 
c) Central Service Cost Allocation FY 85 - $53,872 
d) Full-time Equivalent (FTE) Workload: 
requisitions placed FY 85 Total VTI 
requisitions placed FY 85 Total State 
Percentage VTI 
positions State Bureau of . Purchases 
(buying function only) 
positions, MVTIS FTE 
TOTAL FTE HOURS PER WEEK 
1,509 
. 13,977 
:10~8% 
. 12 
1.3 
51.8 
The above FTE hours per week agree with the Purchasing Sub-
committee's recommendation of l½ positions. However, the FTE 
hours per week calculation from current State central purchasing 
operations does not include insurance coordination, contracts for 
services, materials examination, vendor relations, and life cycle 
or total cost bid analysis. 
II. Budget/Cost Accounting 
a) Replacement tasks 
budget review 
budget processing 
budget entry 
budget change review 
position actions 
position file maintenance 
budget guidance development 
labor contract costing 
b) New tasks 
budget analysis - top level 
budget forecasting 
revenue forecasting/review/analysis - top level 
budget reporting 
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b) New tasks (contd.) 
indirect cost recovery 
2. 
other cost accounting (i.e., charge backs, program cost 
allocation, program cost effectiveness measurement, etc.) 
budgeting for the Support Office 
Hegis Report 
c) Central Service Cost Allocation FY 85 - $28,325 
d) Full-time Equivalent (FTE) Workload: 
Education Department 
Budget Office 
Budget and Review Forecasting/Analysis 
Indirect Cost Recovery - Ongoing 
Indirect Cost Recovery - Start-up 
Support Office Budget 
Budget Entry 
TOTAL FTE HOURS PER WEEK 
14 . 0 
4.0 
3.2 
.8 
10 . 0 
2 . 0 
4.4 
38 . 4 
The above FTE's do not include position file maintenance 
III. Payro 11 
IV. 
a) Replacement tasks 
payroll processing 
payroll system maintenance 
payroll deduction monitoring 
payroll deduction pay out - mandatory and non-mandatory _ 
employee turn around form processing 
earnings and deduction file maintenance 
federal and state tax form preparation 
bank direct deposit coordination 
payroll check issuance 
b) New tasks 
Support Office payroll 
year end payroll accrual 
c) Central Service Cost Allocation FY 85 - $19,279 
d) Full-time Equivalent (FTE) Workload: 
checks processed FY 86 Tbtal VTI 
checks processed FY 86 Total State 
Percentage VTI 
positions, state payroll 
positions, MVTIS FTE 
FTE hours per week 
ADD: Support Office payroll 
Education Department payroll 
payro 11 entry 
TOTAL FTE HOURS PER WEEK 
Accounts Payable 
~) Replacement tasks 
· payable processing 
payable system maintenance 
19,995 
404,000 
5% 
6 
1/3 
13.2 
8 . 0 
2 . 8 
2.0 
26 . 0 
vendor, warrant, voucher, check number assignment to payables 
payable accounting entry maintenance/review 
purchase order encum~rance 
purchase order file maintenance 
payable check issuance 
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b) New tasks 
Support Office Accounts Payable 
vendor file maintenance 
c) Central Service Cost Allocation -
d) Full-time Equivalent (FTE) Workload: 
checks processed FY 86 Total VTI 
checks processed FY 86 Total State 
Percentage VTI 
positions, State Accounts Payable 
(includes data entry) 
positions, MVTIS FTE 
FTE hours per week 
ADD: Support Office Accounts Payable 
TOTAL FTE HOURS PER WEEK 
V. General Ledger 
a) Replacement tasks 
account reconciliation 
cash receipts register/journal 
trial balance 
external financial reporting 
general ledger system maintenance 
general ledger detail by fund type 
year-end closing and adjusting 
$ 20 , 069 
20 , 680 
1,706 , 000 
1% 
30 
1/3 
13 .2 
8.0 
2L 2 . 
accounting practice review with external aud i tors 
journal entry 
accounts receivable/cash entry 
chart of accounts maintenance 
b) New tasks 
accrual basis accounting 
general ledger detail by additional fund types 
Support Office Geneial Ledger 
year-end adjusting entry 
interim financial statements 
c) Central Service Cost Allocation FY 85 not available 
d) Full-time Equivalent (FTE) Workload: 
general ledger maintenance per Accounts 
and Control 
journal/Accounts receivable/cash entry 
Support Office - general ledger 
TOTAL FTE HOURS PER WEEK 
13 . 2 
2 . 0 
2 . 0 
17.2 
3. 
The balance of the FTE hours could not be specifically 
extrapolated from central service tasks and applied to the 
MVTIS. Ledger entry may increase to 40 plus FTE's if ledger 
f i les cannot be automatically updated by the accounting system. 
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VI . Treasury 
a) Replacement tasks 
investment 
bank reconciliation 
bond accounts - general purpose 
bond accounts - self-liquidating 
cash flow forecasting 
bank relations 
cash concentration 
income statement processing 
check disbursement 
protested check processing 
bank deposits 
b) New tasks 
investment analysis - new opportunities 
unit investment (i.e., federal or other restricted funds) 
endowment/gift investment 
federal fund direct deposit arrangements 
cash budgeting and forecasting by cost center 
budget expenditure and revenue forecast review 
short term debt acquisition 
cash collection procedures 
c) Central Service Cost Allocation FY 85 
not available 
d) Full-time Equivalent (FTE) Workload: 
4 . 
FTE hours could not be specifically extrapolated from current 
central service tasks and applied to the MVTIS. However , 40 
FTE hours per week appears reasonable based on the number of 
new tasks and the potential for new income to the MVTIS. In 
addition, the function of cash handling and custody must be 
separate from control of the accounting records in order to 
comply with generally accepted accounting and audit standards. 
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STAFF PROPOSAL - S~PPORT OFFICE : 
I. Proposed by Coopers and Lybrand 
a) 
Purchasing 
(1) 
I 
Clerk Typist 
(½) 
ckneral 
Accounting 
(1) 
Executive Director 
( l) 
l Intern.'.ll Audit r-- (1) 
Director, Finance and !.::!ministration 
(1) 
Acco ting 
( 1) 
bSecretary _ ·cu Ace ts I 
Payable Payroll 
(2) (2) 
Sec re t.1ry 
( l) 
get 
(l) 
5. 
Adminil . strative 
Systems 
(l) 
b) Summary and conclusio~. The staffing proposal does not provide 
for a central fixed asset and real property inventory capability 
as currently maintained by . the Bureau of Public Improvements . 
The proposed organization also does not identify support office 
accounts payable, payroll, budget, general ledger, and office 
management functions. 
II Proposed by the Staffing Subcommitte~ : 
a) 
Purthasing 
(1) 
. 11 . Clerica Assistant 
(\) 
$53, 87_2 Central 
Service Cost 
51 .8 ITE Hours per 
week 
1 * Accounts Payable/Payroll 
(1) 
$39,348 Central Service 
Cost 47.2 FIE Hours 
per w-eek. 
E.xecutive Director 
(1) 
Directot, Finance and Administration 
(1) 
l
i----Secr:tary 
(1) 
Cler~ Typist 
- ( 1) 
* 
General 
I.edger 
(2) 
No Central 
Service Cost 
17.2 ITE Hours 
per w-eek. 
* ' Budget/Cost 
Accounting 
(1) 
$28,325 Central 
Service Cost 
38.4 ITE Hours 
per week 
Treaky 
(1) 
No Central Service 
Cost FIE Hours per 
w-eek. could not be 
calculated 
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b) Summary and Conclusion. The foregoing organization excludes 
the internal audit functions and, also, does not provide a 
central fixed asset and real property inventory. Support Office 
accounting and office management functions would be allocated 
among the* positions or functions. The Accounting/Budget posi-
tion would provide management direction and review to accounts 
payable, payroll , general ledger, budget, and cost accounting. 
This position also would serve as a senior technical financial 
resource to the Business Offices which was a recommendation of 
the Accounting Subcommittee. 
STAFFING REQUIRE~ENTS UNDER DECENTRALIZATION: 
a) Requirements. A decentralized approach for each VTI Business 
Office in which they assume all the central service replacement 
tasks and new tasks would require the following basic staffing 
compliment at each Business Office: 
1 Treasury/Budgeting 
l Purchasing 
l Payroll 
l Accounts Payable/General Ledger 
b) Summary and Conclusion. Decentralizatio~ would duplicate 
financial and administrative positions by losing opportunities 
for economies of scale available with a more centralized pro-
cessing approach. At a minimum, 20 new positions would be 
required through some task consolidation (e.g . , payroll, accounts 
payable, general ledger). 
STAFFING RECOMMENDATIONS FOR THE VTI BUSINESS OFFICES: 
a) Summary Findings. During the analysis and fact-find i ng phase of 
the transition team's work it was recognized that the VTI Business 
Offices are generally understaffed. Because of the upcoming 
changes in financial reporting and accountability , these staffing 
needs should be given high priority. 
b) Conclusion. The following VTI Business Offices have position 
requests in the 1988/89 Part 11 Budget as follows : 
SMVTI 
EMVTI 
1 Data Entry Operator 
l Buyer 
1 Accountant 
The remaining VTI Business Offices appear to require one 
Accountant I or similar-type position. The above Part 11 posi-
tion requests and additional VTI Business Office staffing needs 
should be given high priority. 
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CONCLUSIONS AND RECO~~tENDATIONS: 
a) Approve the staffing subcommittee organization proposal for 
the Support Office; 
b) Assign high priority to staff needs in the VTI Business Offices 
through the use of income from indirect cost recovery and/or 
interest and investment income from unrestricted funds; 
c) Assign high priority to the use of unallocated contingency 
reserves for possible additional position needs in the 
Support Office. The Staffing Subcommittee proposal is based on 
broad FTE calculations for central.~ervice functions, and the 
assumption that the choice of a computerized financial accounting/ 
purchasing system will eliminate or significantly reduce dupli-
cate data entry; 
d) Assign high priority to longer term staffing needs for an 
Internal Auditor and a Property Accountant . With respect to 
fixed asset and real property inventory, this represents a 
replacement task which in the short term would be a decentral-
ized responsibility of the VTI Business Offices. 
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APPENDIX C 
Computing System Advantages 
and Disadvantages 
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Micro Computer System 
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SUBJECT: COMPUTING SYSTEM ADVANTAGES AND DISADVANTAGES 
MICRO COMPUTER SYSTEM 
ADVANTAGE 
,·, Least costly 
* Faster implementation 
( slight advantage over the 
mini computer system) 
* Easier to program 
* Expandable through networking 
and adding more personal 
computers 
* Meets data processing need 
(40 to 70 million bytes of 
memory) 
* Interchangeable/generic hardware 
with compatible personal 
computers 
* Easier to learn 
* Can use generic software 
DISADVANTAGES 
* Fund accounting and payroll/ 
personnel programs do not· meet 
all of the computing system 
requirements 
* Moderate decrease in processing 
time with networks 
* Nationally supported and tested 
software ma y not be available 
* College and University based 
accounting software may not be 
available. 
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Mini/Micro Computer System 
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MINI/MICRO COMPUTER SYSTEM 
ADVANTAGES 
* Fund accounting and payroll/ 
personnel software programs 
meet all of the computing 
system requirements 
* Expandable by adding additional 
central processing units 
* Meets data processing need 
(40 to 70 million bytes of 
memory) 
* Access to ~ationally supported 
and tested software 
* Access to college and university 
based accounting software 
DISADVANTAGES 
* More costly 
* More difficult to learn 
* Hardware is not interchange-
able/generic to other computers. 
* Cannot use generic software 
* More difficult to program 
* Greater decrease in processing 
time at the maximum multi user 
level than networked personal 
computers. 
* File transfer from VTI's to System 
office may require mini computers 
at each VTI 
* Slower implementation (slight 
disadvantage over the micro 
computer system) 
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State Bureau of Data Processing 
Computer System 
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STATE BUREAU OF DATA PROCESSING COMPUTER SYSTEM 
ADVANTAGES 
-:, Fund accounting and payro 11/ 
personnel software program 
meet and exceed all of the 
computing system requirements 
* Access to other mainframe programs 
(data base; professional office 
systems, statistical analysis, 
spreadsheet, etc.) 
* Expandable through access to the 
mainframe computing power 
* Data processing support from the 
State Bureau of Data Processing 
* Meets data processing need 
(40 to 70 million bytes of 
memory) 
* Access to nationally supported 
and tested software 
* Access to college and university 
based accounting software 
DISADVANTAGES 
-·· Most costly 
* Slowest to implement 
* Software programs are complicated 
and more difficult to learn 
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APPENDIX D 
Computing System Requirements 
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Budget/Accounting/Purchasing System 
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BUDGET/ACCOUNTING SYSTEM REQUIREMENTS 
BGDGET 
*Budget report showing quarter or month budget to actual ex pendi t ure and 
comparing the current month's expenditure to the prior year's month 
expenditure. 
*Budget report forecast worksheet that will project one or two year 
budgets based on% increases by each actual year and / or budget exp endi-
ture character code 
*Budget report forecast that includ~ two actual years' expenditures, or 
one actual year's expenditure, one year of\ actual expenditures and\ 
budget expenditures, and up to two years of forecasted expenditures 
*Flexible, user defined budget reports that are saved and printed at any 
future date (i.e. segregate controllable and non-controllable expendi-
tures by cost center) 
*Budget report forecast of one or two years on a quarterly or monthly basis 
and on an encumbrance and expenditure basis 
*Budget report that shows balances period to date and year to date by cost 
center and expenditure character code 
*Budget report worksheet that interfaces and posts automatically to the 
budget file when adjusted and approved 
*Budget report worksheet that also forecasts revenues and cash on a 
monthly and quarterly basis 
*Budget report worksheet that forecasts revenues and cash on a% increase 
or decrease basis from the actual year at the character code for revenue 
sources 
*Budget report worksheet that accepts single entry amounts at the charac-
ter code of expenditure in the fo~ecasted years 
*Roll over of budget balances to the next budget period (i.e., month or 
quarter) 
*Budgets entered at the subidiary level 
Pavables 
*File transfer of accounts payable by pc network, data line 
*Automatic update to General Ledger from file transfer 
*Select invoice payments based on invoice date, discount date, or user 
defined date 
*Automatically assign vo~cher #,warrant#, and check# 
*Check-writing capability 
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Pavables (contd.) 
*Consolidate payments by vendor from each school 
*Vendor file with transaction data by vendor including vendor number, 
name, address, phone, and year to date payments 
*Prints vendor labels 
*Accept partial payments 
*Open invoice listing 
*Duplicate payment checks by vendor and invoice amount 
*Bank reconciliation format 
*Prepares IRS 1099 
Accounting/General Ledger 
*Recognize two fiscal periods (Federal and State) 
*13 months' financial data 
*File transfer of accounts receivable by pc network, data line 
*Automatic update to General Ledger from school accounts receivable 
*Automatic aging of Accounts Receivable 
*Year-end adjustment capability 
2. 
*User defined financial statements that can be saved for reprinting at 
future dates 
*Trial balance and year-end financial statement preparation 
*Interim financial statement preparation 
*Automatic year-end closing 
*Chart of accounts up to thirteen digits and can accommodate up to 7 
different fund types 
*Produces cash flow statements 
*Shows cash requirements for all bills to be paid by means of a check 
register 
*Recognizes inter fund transfers 
*Encumbrance based at the subsidiary level as reductions to available 
bud¥et balances at the cost center and character code of expenditure 
level. 
: j 
1 l 
I 
, 
IJ i 
l l I 
.. 
l J I 
I 
I j 
l I 
r 
r 
r 
I 
l 
l 
I 
I 
l 
L 
3. 
Accounting/General Ledger (contd.) 
*Report revenues, cash receipts, and expenses by account and activity 
(cost center) 
*Revenues and expenses reported at the account and activity level can 
roll up to a total school revenue and expense statement and total MVTIS 
revenue and expense statement 
*Spreadsheet and data base interface 
*Accommodates full accrual based accounting by recognizing prepaid 
expenses as assets, deferrals, accruals, and contra and adjunct accounts 
*Cash receipts, check register automatically updated 
*General Ledger balance verification before the acceptance of trans-
actions 
*Transaction listing report_ by cost center by budget period, year to date, 
date, amount, vendor, descriptiqn 
*Check reversal in which the General Ledger is automatically updated 
from Accounts Payable 
*Accept manual journal entries and reoccurring journal entries 
*Journal entries not accepted unless they are in balance 
*Encumbrances automatically liquidated on the basis of debits to expense 
from Accounts Payable 
*Recognizes all expenses as reductions to available budget balances at 
the cost center and character code of expenditure level 
*Can add, change, or delete to the chart of accounts 
*Produces statements by separate fund type of "changes in Fund Balance 
Current Year", "Revenues, expenditures and changes in Fund Balance, 
Current Year and Prior Year", and "Balance Sheet Current Year and Prior 
Year" 
*Multi-user based 
Purchasing 
*Print purchase orders in numbered sequence from requisition information 
*Purchase Order file showing current and outstanding purchase orders 
*Encumbrances automatically posted to the General Ledger from Purchase 
Orders 
*Ability to manually create Purchase Orders 
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Payroll/Personnel System 
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PAYROLL/PERSONNEL SYSTEM REQUIREMENTS 
Up to 55+ deductions 
Account for employer paid benefits 
Produce Federal 941 and W-2 Forms 
Produce State tax form/report (or streaming tape) 
Multiple State tax table 
Federal and State tax table update 
Interface to general ledger and subsidiary cost centers 
Five level cost center accountability 
Produce State retirement report (or streaming tape) monthly 
Produce direct deposit summary (or streaming tape) bi-weekly 
Control by employee ID (Social Security Number) and position number 
Multiple level access security (e.g., can enter hourly changes but cannot 
alter hourly rates (standard) enter new employees, new positions, or add 
unrecognized compensation items 
Automatic FICA medicare deductions up to the annual salary limit 
Payroll check processing 
Time and leave accrual and deduction based on user defined leave accrual policies 
Bank reconciliation format (or streaming tape) of checks issued 
On-line inquiry and access 
Segregate payroll expense by bargaining unit 
Forecast salaries and benefits for up to two years by cost center (will roll 
up to VTI and MVTIS) or by bargaining unit 
Fiscal year and calendar year employee earni~gs and deduction reports by 
quarter to date and year to date 
Replacement check processing 
Multiple cost center payroll payment and payroll expense per employee 
Verification of mandatory and non-mandatory deductions .prior to check issuance 
Check reversal which automatically reverses all general ledger and subsidiary 
entries 
Manual check replacement processing 
Deferred Compensation accrual within IRS limits 
Personnel and Position-features that include at least the following : 
Tracking of individual position costs by fiscal year 
Position-location 
Position-shift and status 
Position-pay status 
Position-collective bargaining status 
Position-overtime status 
Position-other benefit status 
Position-effective date 
Position-other than full-time dates (e.g ., seasonal) 
Position-ending date _ 
Position-classification 
Position-vacancies 
Position-classification points /job evaluat i on 
Positions by technology, etc. 
Position testing or selection procedures 
Employee skills/education 
Employee lost time by category (e.g. sick t i me, workers' compensation) 
Employee military leave status 
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Other 
Payroll/Personnel System Requirements (contd . ) 
Employee history - date of birth, date of hire, date of 
last and previous salary adjustments, position classifica-
tions occupied and dates with rates of pay, position status 
changes, etc. 
2 . 
Employee leave of absence status (date on leave and date leave 
ends) 
On line scannable time slip 
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APPENDIX E 
Implementation Timetables 
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APPENDIX F 
Budget and Cost Analysis 
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Support Office Finance 
and Administration Staff 
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SUBJECT: BUDGET PROPOSAL TO ADD SIX AND ONE-HALF POSITIONS TO THE SYSTEM 
OFFICE FINANCE AND ADMINISTRATION DIVISION AND TO PROVIDE LEGAL 
SERVICES FOR MVTIS COLLECTIVE BARGAINING AND LABOR AGREEMENT 
ARBITRATION . 
PERSONAL SERVI~ES 
Regular Salary 
Retirement 
Health Insurance 
Dental Insurance 
Medicare FICA 
Life Insurance 
ALL OTHER 
Contractual 
In-State Travel 
Vehicle Operation 
Utilities 
Office Rental 
General Operating 
Office Su pplies 
Misc . Supplies 
CAPITAL 
Office Equipment 
TOTAL 
Total 
Total 
FY-88 
$127,140 
26, 724 
10,163 
576 
1,837 
428 
$166,868 
$ 37,350 
1,170 
263 
7,251 
10,500 
9,020 
2,158 
2,85 7 
$ 70,569 
$ 7,252 
$244,689 
FY89 
$130,406 
27,760 
10,163 
576 
1,891 
441 
$171,237 
$ 43,000 
1, 170 
273 
7 ,540 
10,500 
9,130 
2,272 
$ 73,885 
$245,122 
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Six VTI Assistant Directors 
For Administrative services 
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SUBJECT: BUDGET PROPOSAL TO ADD SIX ASSISTANT DIRECTORS FOR ADMINISTRATIVE 
SERVICES AT EACH VTI TO STRENGTHEN THE MANAGEMENT OF BUSINESS 
SUPPORT FUNCTIONS AT EACH SCHOOL 
PERSONAL SERVICES 
Regular Salary 
Retirement 
Health Insurance 
Dental Insurance 
Medicare FICA 
Life Insurance 
ALL OTHER 
Utilities 
Office Supplies 
Misc . Supp lies 
CAPITAL 
Office Equipment 
TOTAL 
FY88 
$182,957 
41,714 
9,382 
531 
2,653 
618 
$237,855 
6,693 
1,846 
2,556 
$ 11,095 
5,166 
$254,116 
FY89 
$182,957 
42,263 
9,382 
531 
2,653 
618 
$238,404 
6,960 
1,920 
$ 8,880 
$247,284 
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Additional Support Office Program 
Related Staff Positions 
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Subject: Additional Support Office Program Related Staff Positions 
Personal Services 
Regular Salary 
Retirement 
Health Insurance 
Dental Insurance 
Medicare FICA 
Life Insurance 
Total 
All Other 
Contractual 
In-state travel 
Utility 
Office Rental 
General Operating 
Office Supplies 
Misc. Supplies 
Total 
Capital 
Office Equipment 
Total 
FY 88 
$250,806 
54,598 
15,636 
886 
3,637 
848 
. $326,411 
$80,000 
6,400 
12,870 
16,500 
2,000 
5,768 
3,751 
$127,289 
12,146 
$465,846 
FY 89 
$282,411 
62,587 
17,200 
974 
4,095 
955 
$368,222 
$80,000 
7,680 
14,500 
16,500 
2,080 
5,998 
$126,758 
$494,980 
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Processing Strategy 
Costs 
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Subject: Modified Centralized/Decentralized Financial/Administratjve Processing Strategy 
Cash Outflow Analysis at 4% Annual Inflation 
YRO YRl YR2 YR3 YR4 YRS YR6 YR7 
Arurual Operation * 
(f>Jz additional positions) $197,198 $205,086 $213,289 $221,821 $230,694 $239,922 $249,518 
Office Fquiµrent 10,109 
Micro Caqiuter System 8,400 21,280 21,559 21,848 22!150 22!464 8,476 8!816 
Cash Outflow $35,109 $218,478 $226,645 $235,137 $243,971 $253,158 $248,398 $258,334 
*Note : Based on FY 88 Budgeted Costs 
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Subject: Modified Centralized/Decentralized Financial/Administrative 
Processing Strategy Present Value Discounted Cash Flow Analysis 
at 6% Cost of Capital 
Cash Present Value Present Value 
YR Outflow Factor at 6% of Cash (Outflow) 
0 $35 , 109 1 . 000 $35 , 109 
l 218,478 . 943 206,025 
2 226 , 645 .890 201, 714 
3 235,137 . 840 197,515 
4 243 , 971 .792 193,225 
5 253,158 .747 189,109 
6 248 , 398 .705 175,121 
7 258,334 . 665 171 , 792 
Pr esent Value - - - - - - - - - - - - - - - - - - - - -$(1,369,610) 
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Subject: Decentralized Financial/Administrative Processing Strategy Cash Outflow 
Analysis at 4% Annual Inflation 
YRO YRl YR2 YR3 YR4 YRS YR6 
Annual Operation 
(20 additional positions) $336,314 $349,767 $363,757 $378,308 $393,440 $400,177 
Office Equiµient $20,740 
Canputer Software 
5 year lease/purchase 7,992 7,992 7,992 7,992 7,992 
Canputer Hardware 
5 year lease/purchase 2,292 2,292 2,292 2,292 2,292 
Software Maintenance 5,230 5,439 5,657 5,883 6,118 6,363 
Hardware Maintenance 700 728 757 787 819 852 
Int> lerrentation 81400 
Cash Outflow ~29,140 $352,528 $366,218 $380,455 $395 2262 $4102661 $416,392 
----- ... -
YR7 YR8 YR9 
$425,545 
6,618 
886 
$433,049 
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Subject: DeGentralized Financial/Administrative Processing Strategy Present 
Value Discounted Cash Flow Analysis at 6% Cost of Capital 
Cash Present Value Present Value 
YR Outflow Factor at 6% of Cash (Outflow) 
0 $29,140 1.000 $29,140 
1 352,528 .943 332,434 
2 366,218 .890 325 , 934 
3 380 , 455 .840 319 , 574 
4 395,262 .792 313,048 
5 410,661 .747 306,764 
6 416,392 .705 293 , 556 
7 433 , 049 .665 287 , 978 
Present Value - - - - - - - - - - - $(2 , 208,428) 
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Subject: Centralized Financial/Administrative Processing Strategy Cash Outflow Analysis at 4% Annual Inflation 
YRO YRl YR2 YR3 YR4 YRS .YR6 YR7 YR8 YR9 
Annual Operation 
(12 additional positions) $349,641 $363,627 $378,172 $393,299 $409,031 $425,392 $442,407 
Office Equiµrent $15,994 
Microcooµiter System 8,400 21,280 21,559 21,848 22,150 22,464 8,476 8,816 
Cash OJtflow ~$1-~,}94 $370,921 $385!186 $400,020 $415,449 $4431,495 $433,868 $451,223 
I--
..... - . 
- --
' ) 
I 
I 
I I 
i ' 
J I 
l l 
r 
l 
f 
1 
( 
1 
l 
l 
l 
l 
l 
Subject : Centralized Financial/Administrative Processing Strategy 
Present Value Discounted Cash Flow Analysis at 6% Cost of Capital 
Cash Present Value Present Value 
YR Outflow Factor at 6% of Cash (Outflow) 
0 $24,394 1.000 $24,394 
1 370,921 .943 349, 779 
2 385,186 .890 342,816 
3 400,020 .840 336 , 017 
4 415,449 .792 329 , 036 
5 431,495 .747 322,327 
6 433,868 .705 305,877 
7 451,223 .665 300,063 
Present Value - - - - ------- ------ $(2 ,310, 309) 
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Computing System 
Costs 
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Subject: Pr oposed Micro Computer Decision Cash Flow Analysis at 4% Annual Inflation 
YRO YRl YR2 YR3 YR4 YRS YR6 YR7 YR8 YR9 
Micro Purcha.;e: 
Cai1J1.Jter llardwne 
5 year lease/ JUrchase $6,876 $6,876 $6,876 $6,876 $6,876 Crnqruter Softw,1re 
5 year lease/[JUrchase 7,437 7,437 7,437 7,437 7,437 
Software rmint,~nance 4,867 5,062 5,264 5,475 5,694 5,921 6,158 llardware Mo.1intenance 2,100 2,184 2,271 2,362 2,457 2,555 2,658 In,>Irncntation 
_5.AOO 
-- -- --
Cash Ou~flow $8,400 $21,280 $21,559 $21,848 $22,150'' $22,464 $8,476 $8,816 
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Subject: 
YR 
0 
1 
2 
3 
4 
5 
6 
7 
Proposed Micro Computer Decision 
Present Value Discounted Cash Flow 
Analysis at 6% Cost of Capital 
Cash Present Value 
Outflow Factor at 6% 
$ 8,400 1.000 
21,280 .943 
21,559 .890 
21,848 .840 
22,150 .792 
22,464 .747 
8,476 .705 
8,816 .665 
Present Value 
of Cash (Outflow) 
$ 8,400 
20,067 
19 , 188 
18,352 
17,543 
16,781 
5,976 
5,863 
Present Value - - - - - - - - - - - - - - - - - - - - - - - - $(112,170) 
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Subject: Proposed Mini/Micro Computer Decision Cash Outflow Analysis at 4% Annual Inflation 
YRO YRl YR2 
Mini Purchase: 
CaJvuter IL.,rdware 
5 year lmse/purchase $18,337 $18,337 
Canputer Software 
5 year lease/purchase 22,921 22,921 
Software tbintcnance 3,000 
Hardware tbintenance 5,600 5,824 
Bank Payroll 11,500 11,960 
Invlementation 25,000 
Payroll Upgrade: 
c.rn1lllter Hardware 
5 year lease/purchase 
Ca11ruter Software 
5 year lease/purchase 
Software tbintenance 
Hardware t~,intenance 
Inplrnrntation 25 1000 
Cash Outflow $25,ooo__ ~$61,358_ $87,162 
--·-----
... _ 
..... .._,_ 
YR3 YR4 YRS 
$18,337 $18,337 $18,337 
22,921 22,921 22,921 
3,510 
6,057'. 6,297 ,. 6,551 
17,1_91 17,191 . 17,191 
11,461 11,461 11,461 
1,500 1,569 1,622 
5,250 5,460 5,678 
$85,962 
-· 
$86,602_ 
-~87,271 
---
YR6 
3,650 
6,813 
17,191 
ll,'161 
1,687 
5,905 
$46, 7(]]_ 
--1 
-
YR7 
3,796 
7.086 
17,191 
11,461 
1,754 
6,141 
$47,429 
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Subject: .Proposed Mini/Micro Computer Decision 
Present Value Discounted Cash Flow 
Analysis at 6% Cost of Capital 
YR 
0 
1 
2 
3 
4 
5 
6 
7 
Cash 
Outflow 
$25 , 000 
61,358 
87,162 
85,962 
86,602 
87,271 
46,707 
47,429 
Present Value 
Factor at 6% 
1.000 
.943 
.890 
.840 
. 792 
.747 
.705 
.665 
Present Value - - - - - - - - - - - - - - - - - - - - - - -
Present Value 
of Cash (outflow) 
$ 25,000 
57,861 
77,574 
72,208 
68,589 
65,191 
32,928 
31,540 
$(430,891) 
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Subject: Proposed State Bureau of Data Processing Mainframe Computer 
Decision Cash Outflow Analysis at 4i Annual Inflation 
YR0 YRl YR2 YR3 YR4 YR5 
Management Sciences 
America (MSA) 
Payroll System : 
Inplmcntation $25,000 
Carputer Qiarge $60,CXXJ $62,400 $64,896 $67,492 $70,192 
American Management 
Systems Accounting 
System: 
'!'~ Invlarentation $125,CXX) 
CaJv.iter Software 
5 year lease/ 
purchase 34 ,382 34 ,382 34,382 34,382 34,382 
Software n-iintenance 4,500 4,680 4,867 5,062 5,264 
CrnµJter Oiarge 
Cash Outflow $150,CXX) $_1_5_8, 882_ $163,862 $169,041 $174 2428 $180,030 
---
L-~ 
--- - ---- --
YR6 YR7 YR8 YR9 
$72,999 $75,919 
5,474 5,694 
$151,472 $157,532 
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Subject: Proposed State Bureau of Data Processing 
Mainframe Computer Decision 
YR 
0 
1 
2 
3 
4 
5 
6 
7 
Present Value Discounted Cash Flow Analysis at 67. 
Cost of Capital 
Cash Present 
Outflow Factor at 67. 
$150 , 000 1 . 000 
158,882 .943 
163,862 . 890 
169,04_1 . 840 
174 , 428 . 792 
180,030 . 747 
151,472 . 705 
157,532 . 665 
Present Value - - - - - - - - - - - - - - - - - - ~ - -
Present Value 
of Cash (Outflow) 
$150,000 
149,826 
145,837 
141,994 
138 , 147 
134,482 
106 , 788 
104 , 759 
$(1,071,833) 
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